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Accounts Payable Basics — Logistics Invoice Verification Process

What This Course Is About

This course shows the logistics invoice verification process and when and
how it is used. This process is used when paying vendor invoices that are
linked to the procurement or Material Management Module (MM) of AASIS.
This process must be used when the item being paid for was ordered with a
purchase order.

Who Should Attend This Course

End users with the AP Specialist role or the AP Supervisor role should attend
this course. This course can also benefit accountants and managers who
need to understand the processes which create accounting entries.

What You Should Know Before Coming to Class

Before coming to class, you should know AASIS Basic Navigation or be an
experienced user of AASIS. In addition, you should be familiar with basic
accounting concepts.

What You Will Learn from This Course

This course provides a basic overview of the business processes for creation
and processing of vendor invoices, using logistics invoice verification in
AASIS.

You will learn to correctly create logistics invoices in AASIS for assets and
expenses.

You will learn about the accounting and budgeting processes for logistics
invoices.

You will learn about the GR/IR account and how to avoid common errors that
may occur there.

You will learn about the reporting tools available in AASIS and how to use
them to locate data associated with the Accounts Payable and Material
Management processes.

How This Course Is Organized

There are two separate manuals used in this course: The Accounts Payable
Logistics Manual and a supplemental Reporting Handbook. The Accounts
Payable Manual provides the step-by-step processes in paying logistics
invoices and covers some reports used in the process. The Reporting
Handbook covers all reports used in the Accounts Payable Logistics process
and other aspects of the AAASIS system. We will cover the process for
paying expenses in detail and then go over the process for invoicing assets.
After that, we will cover the reports that we have not yet discussed. An
accompanying workbook contains student exercises for use in class.
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Chapter 1 Customizing Your System

Before You Begin

You will view documents in this course. In order to properly display the
documents, you need to make some changes to the default user settings in
AASIS.

Customizing Your System
Default Menu

The AASIS menu should be your default menu. If it isn’t, go to System> User
Profile> Own Data

Menu Edit Favorites Exira em Help

B ¢ Create Session II e I s O W e |
[

End Session
SAP Easy Access —
‘V User Profile 3 Hold Data
B E | tv’? | #’E Semices » SetData l
Utilities » Delete Data
[ Favarites List Own Dat
1]
= {3 S5AP menu & 2T DI
B 1 Office Sepvices for Object Expand Favorites
> 1 Cross-Application Compor Wy Objects »
b [ Logistics Own Spool Requests
I [0 Accounting S
> [ Human Resources
[ [0 Information Systems Shont Message
B 1 Tools Status...
Lag off

Choose the defaults tab.

2. Enter Z00O (the letter Z and three zeros) in the start menu field. Z000
enables the selection for Special Transactions and Reports—State of
Arkansas.

3. Click the Save button.

Help
E qM@M@Eﬁ\@@ﬁﬁlEl@

Maintain User Profile 3
@A Password
1 CEVOLLMAN
CEVOLLMAN  B7/11/2006 14:06:29 Status  Saved

Address ' Defaults | Paramsters |

Start menu zoag| 2
Lagon Language EN
Decimal Motation 1,234, 567.89 ]

Date format MMD DAY B

Spool Control
OutputDevice
[w] Dutput Immediately
[w] Delete After Output
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Setting Parameters
You can also use the Maintain User Profile screen to set Parameters.
Click the Parameter tab to view the parameters that have been set for you.

Uszer Edit Goto  System

Help
B a @ ea@ DHE ODOD BEE @
Maintain User Profile

@4 Password
e CEVOLLHAN
Last Changed CEVOLLMAN A1 42006 1406249 Status  Saved

Address | Defaults = Parameters

| Farameter ID Farameter value Short Description
AYE SAP01 Fl: Entry Ternplate for Payment Advice Items |E|
EXP Expertin drilldown reparting {na langer needs all inf@
FE& 1 02x Fl: Find documents in document archive if not in dat ||
FEZ SAP Fl: Line Layout Yariant for Posting Document - Doc.(
FO2 A Accounting Options ! Part 2
FO3 2 Aecounting User Options (Single-Screen Transactio
FOP H Financial Accounting Options
FZ1 SAPDT FI: Invoice/Credit Memo Fast Entry Line Layout
FZ2 SAPO Fl: G/L Account ltems Fast Entry Line Layout
FZ5 SAPO Fl: Document Parking Fast Entry (G/L Accts) Line La
GRWE RO K Report Writer: Interactive Settings in the Edition
KME SAPO Fl Account Assignment Model: Screen Template Var
[+]
N [-]
L]l (][]

You can set parameters on this screen to make values default in transactions.
You can find out what the parameter ids in transactions are by clicking F1 in
the transaction field and then clicking the technical information button.
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For example, assume that you want the “year commitment item” field to
default to 2007 in the Actual Budget Report.

You can find the parameter as follows:
Place your cursor in the field and click F1.

Systern  Help
2l @@ SHE SaDo0 BE @l
Selection: Available Budget

& [ | Classification

Program  Edit  Goto

Standard selections

Fund = jul

Key date o7 #1114/ 2006

Funds center ta

‘fear commitment item 2006
Wariant elela]

Commitrnent item o

Click the Technical Information button

Fiscal Year of Commitment Item

‘fou reference a valid fiscal year of the cormitment itern using the year entry.,
Thig, as a rule, is necessary if the text or hierarchy of the commitrment itern in
different years deviate from one another,

I drilldowen reports displaying BS elements, the fiscal year of the hudget
structure is referenced here.

Note the Parameter ID. (Some fields do not have Parameter ID’s.)

Technical Information
Screen data
Report GP4255WSTNWHOKGMHTERSU38T Y1
Program name GP4255WSTNWHOKGMHTEHEUZET
Screen numhber 100
Gl data
Program narme RESYSTDE
Status %_00
Field data
Struct. Fi &R
Field name GJAHR
Data element FM_PGJAHR
DE supplement
Parameter ID Fy.d
v
Field description for b
Screen field P_GJA&HR
o | Mavigate 3%
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You also want to set a parameter ID for The fiscal year.

Assume you followed the steps to find the fiscal year parameter ID (It's GJR).
Enter the Parameter IDs and desired values in your User Profile on the
Parameters tab.

Click Save.

Address k Defaults ' Parameters

r Farameter ID Parameter value Short Description
AVE SAP0T Fl: Entry Ternplate for Payment Advice tems E|
EXP k4 Expertin drilldown reporting (no longer needs all inf@
FBA 1 02X Fl: Find documents in docurment archive if notin dat ||
FBZ SAP Fl: Line Layout Variant for Posting Document - Doc.(
FO2 X Wecounting Options /Part 2
FO3 2 wecounting User Options (Single-Screen Transactio
Frls S0 Currency unit
FZ1 SAP01 Fl: Invoice/Credit Memo Fast Entry Line Layout
FZ2 SAP01 Fl: G/L Account ltems Fast Entry Line Layout
FZ5 SAPOT FI: Document Parking Fast Entry (G/L Accts) Line La
GRWE [ 20000 X Report Writer: Interactive Settings in the Edition
KME SAPDA Fl Account Assignment Model: Screen Template Var
FvJ 2007
GJR 20071 <]

You'll get a message that the information was saved.

@ User CEVOLLMAN was saved

The next time you select the report, the information that you specified will
default—in this case the Year commitment item as 2007.

Program  Edit Goto Systemm Help

G BB IC@e CEE S0 BE
Selection: Available Budget
s [ Classification

Standard selections

Fund = | to

Key date o711/ 2006

Funds center fo

Year cammitment item 2aer
Yatiant aae
Commitment item fo \E‘

10
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Document Display Options

Use Editing Options (transaction FB0O) to control the way documents display
in the system.

Choose the Doc display tab. Classic display is the default selection under the
additional display options section.

i e 1B CEae DMK DWO0 EE Ol
Accowmnting Editing Opiions

Cowisiwidenyy  Dobfhpres | Cpasmemvas | Linedmd | Coslgg | Fase | Gashand |
Ctuabey Fom dscamanl it
| 7 oy b re e e dsach
& CUTETEY DT A et ool rrnls risd e rthive
T T L
Ting ke fccuridnl daech " Hesach s cidirvg K achis ndae us i hlas pias

Ling layoul sariarts bor decatienl Ercbe
Livs Lt

i by B rvmnds Uhas
Ffsrew ni

P e .l."r"‘ -
BN G haririe LidI
LN Od il

Cibpbey crais-vhmpsrm caEw Darsaien
P abaiaian Bidwie |B Separads Ml

The classic display option causes documents to be displayed like this:

[+ By E Gae BNE ahoan BE &

[BW@m| Display Docment: Ovendew
22 05 S0 O N Teess | A Display coreny

eacimant bmbo S1000183 | CompanyCods MK Flzcaifear 2006
DocomaniDale  @FcE1A90061  PostngDae S0 006 | Penad 11
Feference 1312 |Crosa-0o .

Cumeney | =0 Tastz gasl

Ramp i el sy

Ite FE Buzh Acct no.  Description

B 21 DENE 100050211 Leashas sl Things
2 BE 01 211001000 GRIE Claeing

Amourt in UED
1508
150 8-

i

Change the radio button to the ALV Classic List.

&ddilional display oplionz

D urment Cverses,
' Clasmie Display

W ALY Classic List
AL Gnd Comdrol

11
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This causes the document to be displayed like this—you can now see cost
center, funds center and fund on the document.

E‘| nla B Eead QEERTa0 B8

™ m| Docwnend Ovendew - Display

H A A ST ST E GG s B T E H e @5

Dpc e @ AE § [evodge roceipl | Weresl Gor st

Oze. Rambsr SIEOISE Ceapiay oade (108 Fiacal pasr SIE
Der., dete BRI F 2 fratiag dyte BOI0TJEE  Parined i
Cilculite Tia

Art dac 139

DEC. Ccufrency  USE

m|m||mut RCOGHER SRR THAE h.n.llFl.ncI

&0 | nEm i | Loweimves ann Thisgs | BEd
2 |58 | 2111001000 | B IR Clmaring o&ia

AR | Cost LTF |07k

154 .m0
WELH| 1 150 .00

RAER

I T2

Save the change.

12
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How Does AASIS Operate?

The Arkansas Administrative Statewide Information System (AASIS) operates
using SAP software that has been customized to meet the business needs of
the State of Arkansas. Customization includes business processes
designed for day-to-day operations, as well as the ability to meet reporting
requirements from various branches of the State and Federal governments
and professional accounting entities.

How Is AASIS Organized?

AASIS is organized into modules and sub-modules. A Module is a group of
related components that serve complementary functions. A Sub-module is
an individual component containing related transactions. The AASIS
structure looks something like this:

Financials (FI) Module

» Sub-modules

e Accounts Payable (AP)
Accounts Receivable (AR)
Asset Management (AM)
Cash Management (CM)
Controlling (CO)
Funds Management (FM)
General Ledger (GL)
Projects Systems (PS)
Special Purpose Ledger (SPL)

Materials Management (MM) Module
» Sub-modules

e Inventory (INV)
e Logistics Invoice Verification (LIV)
e Purchasing (PUR)

14
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Human Capital Management (HCM) Module
» Sub-modules

Benefits

ESS

Organizational Management (OM)
Payroll (PAY)

Personnel Administration (PA)
Time

Training and Events (TE)

What Is A Business Process?

A business process is a series of defined procedural steps associated with a
specific business function. A complete business process might be contained
within a single sub-module, or it might cross sub-modules and modules. This
course demonstrates the process for creating, posting, paying, and
troubleshooting Logistics Vendor Invoices for Treasury funds, so let’s use the
Accounts Payable-Logistics Invoice Verification business process as an
example.

The Accounts Payable process in AASIS is the means by which the state
records expenses and obligations to pay vendors for goods and/or services
received, and subsequently issues payments to those vendors and relieves
the obligations. Reporting tools within Accounts Payable allow users to
monitor obligations and payments for amounts, frequency, promptness,
accuracy, and recipient, among other things.

There are four major steps in the Accounts Payable — Logistic Invoice
process:

1. Using the Logistics Invoice process the first thing you must have is a
posted goods receipt for a purchase order that matches the invoice
you received from the vendor.

2. Once you are confident that the purchase order and goods receipt
match the vendor invoice, the next step is to create the invoice using
the MIRO transaction.

3. Posted invoices are processed for payment in the payment program on
the appropriate date. Department of Finance & Administration - Office
of Accounting (DFA-OA) executes the payment program each evening,

15
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Sunday — Thursday, for vendor payments from Treasury funds.
Warrants are printed and mailed and ACH payments are made.

4. The State Treasury sends a file to AASIS each day that identifies
payments they have redeemed. That file updates the appropriate
payments in AASIS to show that the vendor has received the payment
and the encashment date. The payment is then marked as “cleared” in
AASIS and the business process is completed. The bank file from the
State Treasury, referred to as the BAI file, is processed automatically
by the AASIS Support Center (ASC).

1. PO/GR 2. Logistics 3. Payment 4. Payment
Number Vendor » Program Clearing
Invoice (FI-C
(FI-

Before we get into the details of specific transactions and data entry, we need
to discuss some concepts that have a major impact on the AP Logistics
business process. Global Settings, Integration, and Internal Controls are
addressed throughout this manual but are discussed in detail in Chapter
Three.

16
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In this chapter we explain more about Master Data, Global Settings,
Integration and Internal Controls, which you will see mentioned throughout
this course. You need to understand what they are, how they impact the AP-
Logistics Vendor invoice business process, and how and why they affect the
way you do your job. Master data is central to integration in AASIS and is
also part of system internal controls, so we will begin with master data.

What Is Master Data?

Master data is information that remains the same over a long period of time,
or information that is needed often and in the same form. Master data is also
used for deriving additional information, which reduces data entry for end
users and facilitates integration and reporting within AASIS between the
modules and sub-modules. Because of the derivations, you must understand
the connections between master data elements and how they are used in
various transactions.

Master data consists of the master record, which is a definition (what it is,
who is responsible for it, where it's located, etc.), and a unique identifying
alpha, numeric or alpha-numeric code. Some pieces of master data can be
used by all end users, while others are more restricted. Each piece of master
data has a module or sub-module that “owns” the master record, but most
master data is used by multiple sub-modules in transactions. For example,
the CO sub-module “owns” a cost center because that is where the master
record is created and maintained, but cost centers are used by all FI sub-
modules, most MM sub-modules, and even HCM sub-modules. The major
master data elements are:

General Ledger Account is a 10 digit numeric code used to classify and
categorize financial activity within AASIS and represents the line item detail
for all financial transactions. General Ledger accounts (GL accounts) are
grouped by category in the AASIS statewide Chart of Accounts. Department
of Finance & Administration-Office of Accounting (DFA-OA) adds General
Ledger accounts to the Chart of Accounts when need arises. General ledger
accounts are “owned” by the GL sub-module but are used throughout the FI
and MM modules. GL Accounts are generic to all state agencies.

18
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There are six broad categories of GL accounts, each of which serves a
different purpose in the financial statements, and each category has a
different 10-digit number range:

Account
Account Category Type Number Range
Balance 1000000000 -
Assets Sheet 1999999999
Balance 2000000000 -
Liabilities Sheet 2999999999
Balance 3000000000 -
Fund Balance Sheet 3999999999
4000000000 -
Revenues Profit & Loss | 4999999999
5000000000 -
Expenses Profit & Loss | 5999999999
Other Sources and 6000000000 -
Uses Profit & Loss | 6999999999

NOTE: There is an account category called “Assets”, but we also have what
we call “Fixed Assets” in AASIS.

“‘Assets” is a category of GL accounts representing items that increase the
financial value or improve the financial position of the State. Examples
include cash balances, cash owed to the state, fixed assets (items of value,
also referred to as “capital equipment”), investments, etc.

Fixed asset accounts are used for recording and tracking individual pieces of
equipment, buildings, land, artwork, and other items purchased or constructed
by, or donated to, the state. Individual fixed assets are maintained in the
Asset Management sub-module, but their balances are summarized and
reported in the General Ledger in the 1990000000 — 1999999999 account
range in the “Assets” section.

For AP, you will mostly be working with the Expenses and Liabilities.
Individual expense accounts are used to classify how your agency spends its
money. These accounts, combined with other pieces of master data, allow
you to produce reports detailing how much has been spent on cleaning
supplies, travel expenses, utility bills, construction materials, uniforms, etc.

Liabilities represent obligations — how much your agency owes, and a general

idea of what created the obligation. Examples include payroll liabilities,
vendor liabilities, bond payment liabilities, etc. Within the liabilities, there are

19
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three reconciliation accounts, one of which will be assigned to each individual
vendor.

A reconciliation account is used to summarize the balances in the individual
vendor accounts and report the totals in the General Ledger. There are
currently three vendor reconciliation accounts: 2110001000 — Vendor
Accounts Payable, which is used for most vendors; 2110002000 — Employee
Accounts Payable, which is used for employee vendors (used for travel
reimbursements but not payroll); 2110003000 — Due to Other Funds, which is
used for State Agency vendors. The liability reconciliation account chosen
determines what must be done with the account balance when it comes time
to produce the financial statements.

Fund is a seven-character numeric or alpha-numeric code that represents
one level of an agency’s fiscal and accounting responsibility, where cash and
other financial resources are recorded for the purpose of administering
authorized activities.

In accounting terms, a fund is a self-balancing set of books. The debits and
credits must be equal, and AASIS allows extensive reporting of revenues,
expenses and cash on a Fund basis. In other terms, a fund is similar to a
bank account. Each fund has deposits or incoming transfers to increase the
cash balance, and payments or outgoing transfers to reduce the cash
balance. Funds can be used by agencies to keep track of different funding
streams (sources of revenue) or to “separate” cash used for multiple
purposes. For example, some agencies receive money from both the State
and the Federal government. If they prefer to keep the money separate, they
might choose to have two funds — one for the state money and one for the
federal money — although this is not necessary.

There are two types of funds in AASIS:

Treasury funds represent monies maintained in the State Treasury. For
Treasury funds, the seven-character fund code is alpha-numeric; the first
three characters, at least, are letters, and the remaining characters are
numbers.

Cash funds represent monies maintained in commercial bank accounts. For
Cash funds, all seven characters of the fund code are numbers.

Funds are “owned” by the FM sub-module and are part of the “budget quad”
in AASIS. Agency budgets are created to limit how much an agency can
spend based on legal authorizations. AASIS uses four pieces of master data
to make up the budget “quad”. fund, funds center, functional area and
commitment item, all “owned” by the FM sub-module.

20
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Funds Center is a four-or-five-character alpha-numeric code that represents
the agency’s appropriation, or the legal authority to spend certified income,
according to the agency’s Appropriation Bill passed by the State Legislature
in the most recent regular session.

Functional Area is a three- or four-character alpha code that represents the
high-level Comprehensive Annual Financial Report (CAFR) classifications.
Functional areas correspond to the general purpose of the agency (Health
and Human Services, Public Safety, Education, Constitutional Office, etc.).
Each agency has only one functional area.

Commitment Item is a seven-digit numeric code that represents the broad
categories of detailed line items created within all financial transactions.
Commitment items create functional grouping of expenditures and revenues,
among other things, within the FM sub-module. Commitment item categories
include Maintenance & Operations, Regular Salaries, Extra Help, Matching,
Conference & Convention Fees, Professional Services and Capital Outlay.
Appropriation bills are specific to the commitment item (“character code”)
level. For example, an agency may be authorized to spend no more than $1
million for Regular Salaries, $2 million for M&O, $100,000 for Capital
Equipment, etc.

Cost Element is the equivalent of the 10-digit GL account and represents the
line item details for all revenue and expense financial transactions, except the
cost element is “owned” by the CO sub-module and is only used there. Cost
elements only exist for GL accounts in the 4000000000 — 6999999999 range,
with the exception of some of the Fixed Asset accounts in the 1990000000 —
1999999999 range. The cost element number is the same as the GL account
number; for example, GL account 5050002000 is associated with cost
element 5050002000.

Cost Center is a six-digit numeric code that serves as a financial data
collector for areas of responsibility within an agency. An agency’s cost center
structure usually reflects the organizational structure of the agency; e.g. at
least one unique cost center for each county office, and different cost centers
for central administration units. Cost centers are also used to derive other
information when used in a transaction. Within AASIS, cost centers enable
derivation of fund, funds center, business area and functional area — in other
words, most of the budget “quad”. Cost centers are “owned” by the CO sub-
module.
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Project Definition — An alpha-numeric code that is the high-level definition of
a construction project or grant award. Each project definition contains at least
one lower-level WBS element. Project definitions are “owned” by the PS sub-
module, but are more commonly associated with the CO sub-module because
that is where most of the reporting takes place.

WBS Element is an alpha-numeric code that is a component of Project
Systems within the CO sub-module. Each WBS element is part of the
hierarchical structure of a project definition and is used as a financial data
collector to serve the reporting needs of an agency. WBS elements are used
in AASIS to record activity against grants or construction projects. Some
WBS elements are “real” or non-statistical, which means the fund, funds
center and functional area are derived using the WBS element rather than the
cost center; non-statistical WBS elements are normally for construction
projects. WBS elements are “owned” by the PS/CO sub-modules.

Internal Order is (up to) a nine-character alpha-numeric code used to collect
the financial data of an agency for reporting purposes. Internal orders are not
used to derive other information. Internal orders are “owned” by the CO sub-
module.

Vendor is an authorized entity from whom the state can purchase goods or
services and is identified by a unique Vendor Account number. The Vendor
Master Record contains such information as vendor name and address, tax
identification number, bank account information, and the reconciliation
General Ledger account used for financial reporting. Vendor Master Records
are categorized by account groups, and each account group has a unique
numeric or alpha-numeric range of two to nine characters, depending on the
type of vendor.

Customer is a business partner to whom the state has provided goods or
services in return for payment and is identified by a unique Customer Account
number. Customer Master Records are categorized by account groups, and
each account group has a unique numeric or alpha-numeric range of six to
nine characters, depending on the type of customer.

Asset is a piece of equipment or other non-inventory item - purchased,
donated, constructed, or in the process of being constructed - in AASIS. The
asset master record includes the useful life of the asset, the cost center to be
used for financial information, the value of the asset, etc. The asset class
chosen when the asset is created determines which Fixed Asset
reconciliation accounts are used in the General Ledger. Each asset has a
unique nine-digit number, determined by number range assigned to the asset
class, which is used for tracking and reporting purposes.
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Material is an eight-digit code that represents a commodity or service
consumed by an agency and acquired through the Purchasing module.

Plant is a four-character numeric code that represents an inventory
warehouse at a specified location. Plants are used in the Purchasing module.

The Special Purpose Ledger module (SPL) does not “own” any master data.
SPL is a ledger used for financial statement reporting at the fund level.
Anything that posts to the General Ledger automatically posts to the SPL,
which means all financial transactions. The difference is that SPL postings
include a Fund and Business Area on every line and force each document as
a whole to balance, debits and credits, by Fund and Business Area, whereas
the General Ledger documents do not.

What Are Global Settings?

Global settings are used like master data, except they are created through
configuration by ASC and are not owned by one particular module. Some
examples of global settings that are important to you as Accounts Payable
users are Company Code, Business Area, Posting Keys, Document
Types and Payment Methods.

Company Code is a three-character alpha code that represents the State’s
highest level legal reporting entity. The only Company Code used in AASIS is
ARK.

Business Area is a four-digit numeric code representing an organizational
unit of the State. In AASIS, business area represents an agency or division of
an agency; each agency has a unique business area code in AASIS.
Business area is used for reporting purposes and enables users to produce
financial statements by agency. Some transactions require you to enter a
business area, while others derive the business area from the cost center.
Business area is used by most FI sub-modules, but not all. MM does not use
business area (it uses Purchasing Organization instead), and the CO and FM
sub-modules have only limited uses for business area.

Posting Key is a two-digit code representing a debit or credit for a specific
business process within each financial sub-module. Each line item of a
document in any of the FI sub-modules contains a posting key. The posting
key indicates whether the line is a Debit or Credit (increase or decrease the
account balance); whether the account used is a Vendor account, General
Ledger account, Asset account or something else; and the nature of the
transaction (vendor invoice, vendor credit memo, customer invoice, customer
credit memo, etc.).

The posting keys we will use for the Accounts Payable — Logistics Invoice
Verification process are:
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Vendor Accounts
Posting | Debit/ Transaction

Key | Credit Usage Effect on Accounts

21 D Credit memo Decrease Vendor Account Balance
22 D Reverse invoice Decrease Vendor Account Balance
31 C Invoice Increase Vendor Account Balance

Reverse credit
32 C memo Increase Vendor Account Balance

General Ledqger Accounts

40 D | Debit entry Increase Expense Amount
50 C | Credit entry Decrease Expense Amount
Fixed Asset Accounts
Increase Asset Account Balance and
70 D Debit asset Asset Value
Decrease Asset Account Balance and
75 C Credit asset Asset Value
GR/IR Account
81 D Debit expense Increase Expense Amount
96 C | Credit GR/IR Increase GR/IR Liability

Some transactions require you to enter the posting keys and some do not, so
you need to know what they represent and when to use each one.

Document Type is a two-character alpha-numeric code that identifies the
purpose of the business transaction and is also used to control what you can
do within a transaction. For instance, document type RE is always a Vendor
Invoice (Logistics Invoice Verification).

Sometimes the transaction you choose will determine the document type
used, and sometimes you must choose the document type. Understanding
the document types is also very useful when executing or reading reports.
Document type is often a selection option on reports and can help you narrow
the selections and improve the speed of the report. Each document type has
an assigned number range, from seven to ten digits. AASIS assigns the next
available number in the range when you park a document (or when you post
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a document if the document wasn’t parked). The document types we will use
for the Accounts Payable — Logistics Invoice Verification process are:

Accounts Payable

Document

Type Description Usage
RE Vendor Credit Memo Credit Memo for a Logistics invoice
RE Vendor Invoice Logistics Invoice

(Credit Memo and Vendor Invoice are the same document type)

Goods Receipt

Recognize the receipt of goods ordered
WE Goods Receipt via the AASIS purchasing process

Cash Management

Payment generated via the automatic
Vendor Payment payment run, either for a Treasury fund
ZP Document or a Cash fund

The issued payment has been received
by the vendor and submitted to the
Treasury or Commercial Bank for

ZR Bank Clearing redemption

Payment Method is a single-character alpha code indicating the nature of the
fund from which payment is made (Cash fund or Treasury fund) and the
means by which payment is made (check, warrant, ACH, direct deposit, or no
payment issued directly from AASIS). Payment method selections are
maintained on the Vendor Master record, although you are not limited to only
those payment methods.
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The payment methods we will use for the Accounts Payable - Logistics
process are:

Payment
Method Description Usage
Automatic Clearing House —
essentially, a direct deposit to a
vendor’s bank account — from a
A ACH Treasury fund
A Warrant is a Check issued against
w Warrant a Treasury fund

What Is Integration?

Several of our business processes are possible because AASIS is
“‘integrated” to allow the transfer of information between the modules and sub-
modules without the need to enter the same data multiple times. Continuing
with the AP-Logistics Invoice Verification example, integration allows the
recording of expenses and payments in such a way that other sub-modules of
AASIS can use the information for their own reporting needs. The FI Module
and SPL and FM sub-modules regularly report on expense information. This
reporting is made easier by the use of global settings and master data; like
the global settings, some master data is agency-specific, but most is not.

Global Settings, Master Data and Integration.

The only global setting that is specific to an agency is Business Area, yet that
global setting must be in place before any agency-specific master data can be
created. Each agency is assigned a business area by DFA — Office of
Accounting (DFA-OA) and DFA - Office of Budget (DFA-OB), usually as a
result of legislative action during a regular legislative session. Business areas
must have legislative authority to operate. The authority known as their
appropriation act, which is passed by the legislature, determines the master
data assignments for all funds and funds centers that the agency will use
within AASIS. In addition, this act defines budgetary control amounts based
upon broad categories. These broad categories are known as commitment
items within the AASIS Funds Management module. Funds and funds
centers are created specifically for a business area, but commitment items
generally are not — appropriation acts normally utilize existing commitment
items.

In order for an agency to operate within AASIS, business area specific master
data must be created. DFA-OA and DFA-OB define the agency vendor
master record, agency customer master record, and the fund and funds
center master data. The vendor and customer accounts are used in
transactions between agencies. Each master record contains a General
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Ledger account — the reconciliation account that determines where the
account balance will be reported on the financial statements. The
reconciliation accounts are not specific to one agency. Additionally, the
customer account must exist before the fund master record can be created.

Each agency’s cost objects are created by either DFA-OA (cost centers) or
agency staff (internal orders, project definitions and WBS elements), and
each piece of master data has a single business area and functional area
assignment. For example, the master record of each cost center contains the
business area and functional area for which that cost center was created.
Cost centers also require a funds management assignment which provides a
hard link to one fund and one funds center. Based upon the master data
record and the funds management assignment for cost centers, each cost
center is associated with 3 of the 4 defined objects for the “budget quad” that
provides budget control within the system. The “budget quad” consists of the
fund, funds center, commitment item and functional area.

All expense and revenue transactions, as well as some fixed asset and
inventory transactions, require the complete budget “quad”. A General
Ledger account is the primary remaining requirement because every GL
account master record contains a commitment item.  Each general ledger
code in the 4XXXXXXXXX — B6XXXXXXXXX range, and some in the
T99XXXXXXX range, has a corresponding revenue- or cost-relevant code
within the CO sub-module known as a cost element. The GL account code
can be keyed directly into the account number field within a transaction, or it
can be suggested by another piece of master data, i.e. a transaction code in
the cash journal or the material master number on a purchase order.

Each agency has at least one cash journal, created by ASC, which is used to
record the receipt of cash. The cash journal itself is tied to a General Ledger
account for Cash on Hand, and each revenue GL account has a unique
transaction number within the cash journal. When you enter a receipt in the
cash journal, you choose a transaction code rather than enter a GL account
number.

A material master represents a commodity or service which can be procured
by authorized plants through the purchasing sub-module in MM. The Material
Master record includes a valuation class that derives suggested GL account,
but you can change the GL account when you create the PO. Plants
represent an inventory warehouse location; most of the state uses plant 9999,
although there are a couple of agencies that have their own plants. Plants
are further controlled by purchasing organizations (business area in MM) and
purchasing groups. Purchasing groups are defined by the agency and can
represent one or many individuals, but must be created and maintained within
AASIS by ASC staff.
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Fixed Asset master records can be used in a PO to purchase the asset or on
a Direct-Pay vendor invoice to pay the sales tax on a vehicle. The asset
master record contains an asset class, which defaults the GL accounts for the
asset expenses, depreciation and fund balances, and a cost center, which
determines the FM assignments and business area for that asset.

As we have already noted, there are several links between the master data in
various sub-modules. Those links help create the integration and enable
AASIS to derive (automatically populate) information in some fields and
reduce the data entry for you when entering a document. Some examples of
master data links relevant to the AP Logistics Invoice Verification process:

» Every GL account has a commitment item assigned.

» Cost centers and WBS elements have a business area on their master
records.

» Cost centers are assigned and WBS elements can be assigned a fund,
funds center and functional area.

» Fixed Asset Master Records have a cost center assigned. The asset
master record also holds the asset class, which is mapped to the
appropriate GL accounts.

» Vendor Master Records contain the GL reconciliation account used to
report the vendor’s account balance in the General Ledger.

As you can tell from the identified links, derived data is usually from a different
sub-module; the sub-module links are what enable you to view the vendor
payments from CO or FM sub-module reports without actually re-entering the
invoice information in each of those modules. Not all derived information is
from a different module, however. When you create a vendor invoice, the
vendor’s name and address, among other things, are derived from the vendor
master record of the vendor you choose.

Some derived information comes directly from the master data’s mater record
- examples are the cost center and the general ledger account. In the case of
the cost center, when you use a cost center in a transaction, the business
area on the cost center master record is automatically populated into the
“Business Area” field on that line item; likewise, the commitment item from the
general ledger account master record is also populated into the appropriate
field for that line item.

Other derived information comes from what is known in AASIS as the
“derivation tool’. The derivation tool is a more flexible means of linking
master data. It is most commonly used to create derivations between CO
sub-module master data and FM sub-module master data. Most cost centers
are used to derive the fund, funds center and functional area when used in a
transaction; this derivation is caused by the derivation tool. Some WBS
elements are also used to derive the fund, funds center and functional area.
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The only WBS elements that are used for derivations are those that are “non-
statistical”’, or “real’; a WBS element is statistical or non-statistical based on
the settings on the WBS element master record.

Each time you use a master data element in a transaction, you generate a
posting in the sub-module that “owns” the master record. That is, when you
create a vendor invoice and use a cost center, you create not only an AP
posting (vendor), but also a GL posting (expense GL account and vendor
reconciliation account), a CO sub-module posting (Cost Element, Cost
Center, WBS element, Internal Order) and an FM posting (Commitment ltem,
Fund, Funds Center, Functional Area). This is the integration that enables
reporting of a single transaction from multiple modules without entering the
same transaction more than once.

Let's look at the example of a Logistics Invoice for sales tax on a vehicle
purchase. An invoice to pay sales tax on one vehicle has two line items — the
vendor line and the asset line. When you enter the vendor account number
on the vendor line, AASIS derives the GL reconciliation account from the
vendor master record, which then derives the commitment item from the GL
account master record.

The asset line derives even more information. You don’t enter a GL account
— the GL account is derived from the asset class on the asset master record,
and the GL account in turn derives both the commitment item and the cost
element. The cost center is also derived from the asset master record, and
from the cost center comes the fund, funds center, functional area and
business area.

The resulting transaction appears on reports in multiple sub-modules:

The GL sub-module because of the GL accounts

The CO sub-module because of the cost center and cost element

The AM sub-module because of the asset account

The FM sub-module because of the fund, funds center, commitment
item and functional area

The SPL sub-module because all financial postings are transferred to
the SPL

YV VVVY
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The chart below shows the different derivations possible for each master data
element:
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* Derivation depends on how master data is created.

What Are Internal Controls?

Internal controls are a checks-and-balances system designed into the
business process to ensure system security, data integrity and accuracy, and
the protection of the assets of the State of Arkansas (fraud prevention).
Auditors review the internal controls in AASIS and in your agency to ensure
that the financial information posted by your agency, and thus by the State of
Arkansas, is reasonably accurate and not likely to lead to misstatement on
the statewide financial statements (CAFR). Internal controls are part of every
business process within AASIS, but your agency should also have internal
control policies and procedures in place for activity that takes place outside of
AASIS (i.e. the physical handling of cash).
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The primary goals of internal controls in AASIS are 1) to ensure that no user
can perform an entire business process without the knowledge and
participation of at least one other person, and 2) to prevent users from using
master data that does not belong to them (master data that is specific to a
different business area). .

Security Roles

As an AASIS user, you have security roles assigned to your User ID. These
security roles determine which transactions you can and cannot access, thus
limiting what you can and cannot do once you get into AASIS. Security roles
can also be used to control access to such global settings and master data as
Business Area, Vendor Master Record and Vendor Account, and General
Ledger Account.

Global Setting and Master Data Access

Global settings and master data are sometimes used to limit what you can
post; the most common example is Business Area. Each agency is assigned
to a business area in AASIS, and you should be mapped to security roles
created for your business area.

Master data can be made available for general use, or it can be restricted to
only the personnel who perform specific business processes or who should
be able to access sensitive information. Examples of restricted master data
include the following:

» Document types ZF, ZG and ZH are used exclusively by the Funds
Group in DFA-OA for revenue distribution. Only a few people at DFA-
OA are the persons authorized by law to post revenue distribution, so
these document types are reserved for their use.

» Some General Ledger Expense accounts are used exclusively by DFA
and agency personnel who post asset information for “Reporting”
agencies. Reporting agencies post most of their financial activity
through inbound files rather than on-line access. They do not utilize
the standard procurement process for purchasing assets and must
have a way to record their asset balances in AASIS. On-line agencies
(who should be using the standard procurement process) should not
be allowed to use the reporting agency accounts and circumvent the
procurement process.

» Vendor groups WISE and CRIS are used to produce payments for
DHHS and DWS programs that contain sensitive information. The
ability to create and change the vendor master records and to post and
display the payments is restricted to a few users at DHHS and DWS.

This type of master data restriction is accomplished through the use of

authorization groups on the master data records. The authorization groups
are then added to security roles, and the security roles are mapped to the
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appropriate users. You will not be able to park, post, change, display, etc.
restricted master data unless you are mapped to the appropriate security
role(s).

An error message stating, “You are not authorized to...” normally means you
are trying to access a transaction or use a piece of master data that is not
included in any of your security roles. If you get this error message, first look
at what you have entered or are trying to post and decide if it is correct. If it
is, contact your agency’s security liaison to find out what is missing from your
security roles.
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Why Am | Paying this Invoice?

Your agency purchased and received goods or services using the AASIS
purchasing process. Both a purchase order and a goods receipt exist.

Rocky's Vertical Exercise Experience
77 Hangon Road
Seattle, WA 98107

INVOICE

Invoice Number: 55775
Your Purchase Order: 4500001015
Invoice Date: 6/23/2006

1 Exercise Machine (Ab Cruncher)......cccecemmmnmnmsesesananananns $150.00
5 Pr. Dumbbells....cccccuiiimsmmnnenenssssessnssssnssa s s n s snnnnnnsnnnnnnnnnns 50.00
Sales TaAX.tearsmsmsnsnmansnnsnsnnnnsnnansnnnnsnssnsnnnnsnsnnsnsnnnnsnnsnnsnnnnsnnnnsnnnns 15.00
L - 7 $215.00

What Do | Need to Know Before Paying this Invoice?

You will need the Purchase Order Number. You will need to view the goods
receipt to make sure that the quantity of goods that you are being billed for
matches or does not exceed the quantity of goods received. You will need to
view the tax code on the purchase order to make sure it matches the tax
charged on the invoice.
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Where Do | Find the Purchase Order Number?

Use the ZPO_OPEN_INV report to get a list of goods receipts that have been
posted without an invoice.

This report lists purchase orders for which goods receipts have been posted
with no corresponding invoice receipt (MIRO). Possibly there is not
corresponding invoice receipt because Transaction FB60 was used by
mistake. Check with your agency’s Accounts Payable person.

This report looks at large amounts of data, so users should be specific in
making report selections (run by cost center, if possible).
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Selecting the Report

In this example, search criteria are purchasing organization, cost center and
commitment item. Note the other options and the option of searching by
range or multiple selections.

Execute to continue.

Program Edit Goto Systerm  Help

BlAE e B0
Goods Receipts that have not been invoice
&

Selection Criteria to be used for processing.

Purch. Grganization EI?‘1EI
Purchasing Document

Material

Cost Center 417001
Asset

Sub-number

Order

WBS Element

Fund

Funds Center

Commitment item 502:00:02
GIL Account Mo.

Req. Tracking Mumber

Requisitioner

Fosting Date
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Viewing the Report

This report will display the purchase order and material document numbers,
the posting date, quantity, amount, business area, cost center, internal order
number (if applicable) and the functional area.

Scroll to the right to continue viewing.
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This report will also display the asset or sub-asset number (if applicable),
fund, funds center, commitment item, WBS element (if applicable), G/L code,
tracking number and requisitioner.

Remember, you cannot drill down from this report. If you want to display the
purchase order, use transaction ME23N (instructions follow).
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If the Purchase order you’re looking for isn’t on the ZPO_OPEN_INV report,
chances are it hasn't had a goods receipt. You can search for it using
transaction ME23N. You'll also use this transaction to view a purchase order
that you located on the ZPO_OPEN _INV report. You can use the following

steps to search for the purchase order:
1. Open transaction ME23N.

Extras System Help

Menu Edit Favorites

& | ajldEH I ©aa
SAP Easy Access AASIS MENU
B &z & |
[0 Favorites
= {3 SAP menu
[ (1 office

<7 ‘4 Logistics
= {4 Materials Management
=7 {3 Purchasing 1
= {3 Purchase Order
> (3 create
) ME22N - Change

2 ME23N - Display
2 ME24 - Maintain Supplement
2 MEMASSPO - Mass Maintenance

2. Click the “Other Purchase Order” button (or Shift F5).

System Help

Goto  Environment

& <1|e[**2 OB OH0O408REE

Standard PO 4500000%_,90* by Colleen Voliman
Document overview on | O =z L‘El (2 Print preview | Messages Personal setting

3. A box will pop up. Be sure that the Purchase Order radio button is
selected and click the match code.

_‘4 |,| 3
Fur ardar a500p0asY2 E -

& Pur_onrdar
Furch. respasan

Crver daoarmiend | |3
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4. The “Purchasing Document (2)” screen will appear. Click the button on
the far right to display the list of tabs for this screen.

Purchasing Document Number (2 4

Purchasing Documents per Asset k Purchasing Documents per Requirement Tracking Nu... “. Em
Asset
Sub-number
Company Code

Purch. doc. category
Purch. Organization
Purchasing Document
ltem

Seq. no. acct. assgt

Maxdmum no. of hits 500

v & |H[=

5. Choose the “Purchasing Documents Per Vendor” tab.

¥ Purchazing Documents per Assed
Purcnesing Dosumants par Regueesnent Trackng Numbar
Reegusshs for Qualaton per RFO Dae
Furchiase Ordars per PO Dale
Sehedule Lines per Purchass Regquisfon
Purchasing Documants par Ondar
Purchass Ordars for Sanicas
Coedracls Tor Senices
Pyrchasing Doacumants par Cosl Canles 5
Punchasing Documants parvandor 4

Aurchasing Documants for Material

Aurchiaming Documents per Hebwork
Purcnesing Documants par Progact

Reeepussain for Qualadon par Colkeoiva Blumbe
Corfracis perAgreement Dale

Secheduling Agreements par Agreemeni Cabs
Purcngsing Dotumants par Salas Doecumant
Aurchasing Documants par Suppldng Flan

6. Enter as much information as you know on the tab. Most of the fields
have drop-down search capability.

7. Click the green check or press the Enter key.

urd ment I 2

g Documents per Cast Center ! Purchasing Do for s
Vendor fiooooozss 2 6
Purch. Crganization \i| 0900

Furohasing Group &) coo
Documert date |8 0623008
Purch. doc. category || F
Ordertype

Purchasing Document

Maximum no. of hits 500

v [%|m[mE]
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8. AASIS will return a list of purchase orders that match the criteria that you
entered. Double-click to select a purchase order from the list.

_// Purchasing Documents per Cost Center

FACIEN = EEEY

Vendor: 100000241
PO...“|PGr |Doc. date |c|OTyp|Purch.Doc. | 8
0610 COO 03/24/2004 F NB 4500000137

0610 CO0 08/24/2004 F NB 4500000262
0610 CO0 09119/2005 F NB 4500000563
0710 CO0 07/31/2006 F NB 4500000949
0710 CO0 07/31/2006 F NB 4500000950

0710 C00[08/10/2006]F NB 4500001015
9. Click the other document button

_|4599991 GEE)

@)
®

Other document

10.AASIS displays the selected purchase order. If the purchase order that
you selected is not the right one, repeat the above steps and select
another one from the list.

Standard PO
Documentoverviewon_ | |[1 %7 & | () Printpreview || Messages | Bl | Persanalsefing

Standard PO B 4508001015 100000241 Rocky's Vertical Exer.. 03/18/2¢808
S. A i Short text PO quantity 0... |C|Deliv. date |Net price Curr... |Per  |0... |Mati group  |Pint Stg
< | [19100335  |Exercise Machins, AB Cr. 1FA Djga/31/2008] 156.00USD [i [EA [SPORTSIAT Reference Plant
K| 18180278  |DUMBBELLS 5PR |D[pa/31/2006| 16.08USD 1 PR [sIGNS WAT.. Plant [+]
(~]
] ] 4] ]
[S! 110110100335 , Exercise Machine, AB Cruncher @ | | & wr!
~ Waterialdata | Qu: k! y i | con ' Account assignment | Purchas | ] O05
][ %] Acotsscat Costeorter @ Distibuton  Single account assignm Zi - CoCode State of Atka T

GIL AccountNo. 5008889088
Business Area 0710

CO Area ARK

Cost Center ‘417001

Fund PWP2080

Functional Area HHS

Funds Center 836 Commitmentitem 502:00:02
Earmarked Funds [

[ [ME23N [ | sapegs | OVR
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Now That | Have the Purchase Order, What Am | Looking For?

There will be three sections on the purchase order—the header, the item
overview and the item detail. The invoice that you are paying may be for all
or part of the items on the purchase order. Compare your invoice to the line
items on the purchase order.

Header
(Collapsed)

System Help

2laH CEe CHE Do BER @
@m| Standard PO 4500001015 Created by Colleen Vollman

Document overview on i T 1] i TPt previe]  TMESTI0ES BN T3 FETSOMATSENT ]

[wr] standard PO T 4500001015 Venfior 100000241 Rocky's Vertical Exer.. | Docldate  08/10/2008
| ¥ Header | i

|tem SlEs.tem A | [Matdrial SHort text PO quantity [ _|o...|dpeiiv. date |Netprice Cufr...[Per  [0.. |Mati group [Pint st

10 K| [19100335  Espreise Machine, AB Cr | 1A [plessats2008 150.00ush [i EA |SPORTSIAT Reference Plant |
OverVieW 26k | [101deare  |pjmBBELLS | 5PR pess31/2e06 10 6ousp 1 PR |SIGNS MAT . =]
= | / Line [

Llr]l_T | 7 7
ELEE EEE EE B Items

|3 tem [10110100335 , fxercise Machine, AB Cruncher &

Item Detail

livery | Invoicd | Conditions ' Accountassignment | F‘urchasenrdag- any 0y
||| =] Accasscat Costfenter @ Distribution Sifigle accountassfanm..&  CoCode State of Acka.. @

Waterial data | Quantitiesipiohts | Delivery schedule |
G/L Account No. 5090009000

Business Area o71e

CO Area ARK

Cost Center 417001

Fund PWP2000

Functional Area HHS

Funds Center 896 Commitrent itern  502/£00:02

Earmarked Funds

D [ME23N 2| sapeqs | OVR 7/

ll I/ //

/ /

77 Hangon Road

Rocky's Vertical Exercise E periencél
Seattle, WA 98107

INVOICE

Invoice Number: 5577
Your Purchase Order: 4500000831

Invoice Date: 6/23/2006 /

1 Exercise Machine (Ab Crunche/) $150.00

5 Pr. Dumbbells...... 50.00

Sales Tax 15.00

Total $215.00

This seems to be the right Purchase Order. The Purchase order number,
vendor, and products ordered agree with the invoice.
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Next, you’ll want to check the goods receipt and the tax code. These items
are both contained in the Item Detail section. If the detail section is collapsed,
click the Expand button next to the item detail section to display it.

Expand % | T3/ tem aetail

The item detail section displays one item at a time. In this example, item 10
(the first item) is selected. Tabs on the display let you view different types of

information.
E;HD]10100335.ExerciseMachine.ABCrunchera a|vl
terial data | Quantifiesiweights | Deliveryschedule | Delivery | Invoice | Conditions .&ccountas&%‘ Tabs
ZI| AccAssCat Costcenter & Distribution Single account assignm .8 CoCode State of Arka.. B
GIL Account Mo. 5080009008
Business Area ar1e
CO Area ARK
Cost Center 417001
Fund PWPZ000
Functional Area HHS
Funds Center 896 Commitment item  502:068:02
Earmarked Funds g
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You'll want to check to make sure the quantity of goods that you are being
billed for matches or does not exceed the quantity of goods received. This
information is available on the Purchase Order History tab.

1. Click the available tabs button.
2. Choose the Purchase Order History tab.

= item [10]10100335, Exercise Machine, AB Crunch.. @ || & w| 1
Material data | Quantitiesiweights | Delivery schedule | Delivery ~ Invoice | Condiions | Accountassi.. ||, [([¢]

Material data
7] Inv. receipt Tax code P T¢  quantiiesiweights

Final invoice Jurisdict. Code A408304501
¥| GR-based IV

Delivery schedule
Delivery

v Invoice
Conditions

Account assignment

FPurchase order history

]nem L7 [ 10110100335 , Exercise Machine, AB Cruncher & Z[E
Quaniifiesfiweights k Delivery schedule k Defivery k Tnvoic k Conditions k Account assignment g Furchase order history k Texts k Delive...l

EIRNEIEERIEEE R ER I ERE

Text ™| MvT |Material Do...| ltem|Posting Date|z Crramtity—Erglivery cost quantity| OUn|z Amtinloccur.|Lcur |2 Oty in orderprun.| DelCostQty (OFUn
GR [101 5000000949 1|08M10/2006 1 0 |EA 150.00 |USD 1 C
Tr.lev. Goods receipt . T EA = 150.00 USD = 1

Rocky's Vertical Exercise Exp
77 Hangon Road
Seattle, WA 98107

INVOICE

Your Puréhase Order: 4500001015
Invojee Date: 6/23/2006

4

1 Exercise Machine (Ab Cruncher) $150.00
5 Pr. Dumbbells...... 50.00
Sales Tax 15.00
Total $215.00

One Ab Cruncher Machine was ordered and one is being invoiced. The
goods receipt and the invoice for the first item match. Click the down arrow to
view the second item on the purchase order.

]Item [10] 10100335 | Exercise Machine, AB Cruncher E
Quantiiesiweights | Delivery schedule | Delivery | Invoice | Conditions | Accou

EIRNEIEERIEEE R EREERE

aseorderhistory | Texts | Delive...l

Text ™| MvT |Material Do...| ltem|Posting Date|z Cuantity| Delivery cost quantity| OUn|z Amtinloccur.|Lcur |2 Oty in orderprun.| DelCostQty (OFUn
GR [101 5000000949 1|08M10/2006 1 0 |EA 150.00 |USD 1 C
Tr.lev. Goods receipt . 1 EA = 150.00 USD = 1
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The second item on the purchase order displays.

Compare the quantity received on the purchase order history tab to the
amount billed on the invoice.

em [20110100278 , DUMBBELLS 7 EIE‘

Qual

onditions | Accountassignment ' Purchase orderhistory | Texts | Delive |

HIRERERIEEREFRERRIEERIE

Text™|MvT |Material Do...| tem Posting Date |z Quiantity| | Delivery cost quantity|OUn Amtinloccur.|Leur |z Qfy in orderprun.| DelCostQty (OP
GR |101 5000000949 2|08/10/2006 E 0 |PR 50.00 (USD 5
Tr.Jev. Goods receipt . 5 PR = 50.00 USD = 5

Rocky's Vertical Exergise Expyiéce

77 Hangon Road
Seattle, WA 98107

INVOICE

Invoice Numbef: 55775
Your Purcha$e Order: 4500000831 ‘
Invoice D#dte: 6/23/2006

1 Ex€rcise Machine (Abp Cruncher) $150.00

5 Pr. Dumbbells...... 50.00
les Tax 15.00

Total $215.00

Five pairs of dumbbells were ordered and five are being invoiced. The goods
receipt and the invoice for the second item match. The next thing to check is
the tax code to see if the tax code on the purchase order agrees with the type
of tax on the invoice. Click the Invoice tab on the purchase order to view the
tax code.
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b= ltemn [20]110100278 , DUMBBELLS g
Quantitiesiweights | Delivery schedule | Delivery ~ Invaice ‘ﬁ Invoice tab

Tax code
urisdict Code TETTUA3201

v| GR-based [V

The tax code on the purchase order should/ be P1, since the sales tax is
included on the invoice.

Rocky's Vertical Exercise Experience
77 Hangon Road

Seattle, WA 98107 &
INVOICE \
Invoice Number: 55775 g

Your Purchase Order: 4500001015
Invoice Date: 6/23/2006

1 Exercise Machine (Ab Cruncher) $150.00
- ells ,/ 50.00—

gales Tax 15.00

Total $215.00

Note that the tax code is blank on the purchase order. This is an error that
will affect postings in the General Ledger. The goods receipt must be
reversed, the purchase order must be corrected, and the goods receipt must
be re-entered before the invoice can be posted. Follow the procedure at your
agency for getting this done.

Once the error correction is complete, the tax code on both lines of the
purchase order should match the invoice tax code.

Line 1
ltem [10]10100335 , Exercise Machine, AB Crunch... @

Delivery schedule | Delivery ' Invoice | Condiions | Accountassignment | Purchase order histary I OOE

Jurisdict. Code 0408304601

v| GR-based IV

Line 2
=] ttem [20]10100278 , DUMBBELLS I

Delivery schedule | Delivery  Invoice | Conditions | Accountassignment | Purchase order history 0B

Jurisdict. Code 0411983201

+| GR-based [V
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How Do | Know What the Tax Code Should Be?
The Accounts Payable tax codes used in AASIS are:
PO Tax Exempt

P1 Sales Tax

U1 Use Tax

If sales tax is included on the invoice, the P1 code is used. This tax code
should appear on the purchase order and you should enter P1 on the MIRO
document.

If sales tax is not included on the invoice, the item being paid for is either not
subject to tax, or is subject to use tax.

Items not subject to tax include goods purchased for resale, reimbursements
such as employee travel expenses, and some services. If the item is not
subject to tax, the code on both the purchase order and invoice should be PO.

Use tax is accrued on taxable items when the vendor (usually an out-of-state
vendor) does not collect the tax. The U1 code allows AASIS to accrue the tax
as a payable and debit the expense or asset item being paid for in the amount
of the tax. In this case, tax code U1 should be indicated on both the purchase
order and the invoice document.

If you aren’t sure whether an item is taxable or not, contact the sales tax
division at the Department of Finance and Administration, or visit DFA’s tax
web site http://www.arkansas.gov/dfa/excise tax v2/st index.html and follow
the links.

How Do | Know How Much Tax the System Calculated?

You can compare the tax computed by AASIS with the tax on the purchase
order by clicking on the conditions tab.

ﬂnem 110110100335 , Exercise Machine, AB Cruncher @ EE
Materialdata | Quantitiesiweights | Delivery schedule | Delivery | Invoice ' Condiions | Accountassignment | Purchase order history

aty 1 EA et 156,80 USD

|_ CnTy|Mame Amount Crey |per  |UL. |Condition value Curr. |Mum... [OUn |CGon..|Un |Condition value GG
| FEEE(@bss Price 15080 USD 1EA 150,80 USD 1EA 1EA .00

| Met Value 15000 |U5D 1A _~TE0 60 [0 1A 1A .08

| Inavnnon-Deductible Tax 11.25 |USD /  1.es s\ @ B 0.00

| Tan 11.26 UsD 1A ( 11.25 5D ) s 1EA .08

| Metincluding tax & 161.25 IS0 1A \  161.25 uso |/ 1A 1EA .08

| [5KTO|Cash Discount 0000 % 0.0 |USD ] 0 .00

| FreightiCustams .08 |JSD 1EA TS0 1EA 1EA .00

T I

Note the tax calculated by the system.
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What If the Tax Calculated by the System Is Different From the Tax on
the Invoice?

AASIS will allow you to enter an invoice within 10% or $100 of the amount of
the purchase order amount, whichever is less. This gives you some leeway
on the tax calculation.

After verifying the lines on the purchase order, you are ready to proceed with
the transaction MIRO to post the invoice.
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How Do | Enter a MIRO Invoice Verification with A “P0” Tax Code?
You have received the following invoice from a vendor:

S. Keemo's Snow Cones, Inc.
22 Sugar Plum Lane '/
Little Rock, AR 72209 -

INVOICE

Invoice Number: 57683
Your Purchase Order: 4500001016
Invoice Date: 8/10/2006

20 Bottles Cherry Syrup (for resale)..cccccrcmrmramsmmnmsssansnnnnannnnss $150.00
1 - $150.00

First, you need to locate the purchase order. The vendor has helpfully
included the purchase order number on the invoice.

Use transaction ME23N (Menu Path: Logistics>Materials Management>
Purchasing> Purchase Order> Display

Menu  Edit Faworites Ewxiras  System  Help

& || BlAHIC@& ||

SAP Easy Access AASIS MENU
BE & |

[ Favorites
=7 {4 BAP menu
[ [ Office
=7 4 Logistics
=2 {3 Materials Management
< 3 Purchasing
= = Purchase Order
[ 1 Create
2 ME22M - Change
2} ME23M - Display

Lo TP

[ PR U
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Click the “other purchase order” button to enter the PO number.

Z| 000 0B Q@@ MM smras AR QE
Standard PO 4500000832 Created| Other h
scumantvenien on | () 9 @kt muminnnina] PUTCNASE )y

Order
| Standard PO & 4500000832 Vendor | 06/23/2006
F
F
= [10]10100112 , Anti-gravity boots v
W] I, receipt Tax code P1
[CIFinal invoice Jurisdict. Cade 0411803201

GR-hased v

_45@9991 016 [}

L
O

| Other document | @

Enter the purchase order number if you know it, or use the match code to
search. Click the other document button. The purchase order associated
with your invoice should now display.
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Open the sections as necessary. On the item detail section, choose the
Purchase Order History tab. Compare the quantity of goods received with the
quantity of goods on the invoice.

[[10110100070 , food for resale g el

Quantitieshiremghts I[ trefivery =

fretute——Dretivery Invoice | Conditions | Account assignment

' Purchase order history || Texts | Delive...l

&

NEEERIEEE

R ERIRIENEE

Text™

MyT |Material Do...| ltem|Posting

ate |z Cantity elivery cost quantity

OuUn|z Amt.in loc.cur.

Lecur |z Qty inorderprun. DelCostQty (OF

GR

0|EA

150.00

usD

20

Tr.lev.

. Goods receipt

101 {5000000950 1|08M10/2006 2p
T

EA =

150.00

Usp =

20

Invoice Number:

Inv

S. Keemc

57683

Your Parchase Order: 4500000833

0/2006

'S S c/>w Cones, Inc.
22 Sugar Plum Lane
Little Roclk, AR 72209

\

$150.00
$150.00

’

-

The goods receipt agrees with the invoice. Food for resale was ordered,
Food for resale is being billed. Twenty bottles were ordered, twenty bottles

are being billed.

Next, you’ll need to check the tax code. There is no tax on the invoice, which
is correct. The State does not pay tax on items purchased for resale, so the

tax code should be PO (tax exempt).

order to verify that the tax code is PO.

B itemn [0

Quantitiesiweights | Delivery schedule | Delivery

Final invaice
v| GR-based IV

110100070, food far resale
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Now that you have verified that the invoice matches the purchase order, you
are ready to continue with transaction MIRO. You’ll want to keep the
purchase order displayed, so open another session of AASIS to enter the

MIRO.

Click here to open
another session

Furchase order  Edit Goto  Enwironment  System Help

af B &E e D HEE ST o8|

Use the MIRO transaction to enter the invoice.

@ ol c@a DHE DDan BE
SAP Easy Access
GRS EE S| v~

| o 1_J Favorites
2 {3 SAP menu
b ) omes
[ ) Cross-Applicasion Components
I Lepisiks
@ (2 Materials Managerment
i 1 Purchasing

1. On the Basic Data Tab, enter the Invoice Date. This will be used as
the baseline date in calculating the date that the invoice will pay.

2. In the Reference field type the vendor’s invoice number. The system
will check that field for duplicate invoices.

3. Enter the amount due to the vendor, in the Amount field.
Select the “P0” (tax exempt) tax code and Calculate tax..

In the text field you may enter any text (up to 50 characters) that you
wish to have appear on the remittance.

6. Enter the Purchase Order number. If you didn’'t know the purchase
order number, you could use the match code to search.

ocument Edit Goto System  Help

Blad @@ 2SS

Enter Incoming Invoice: Company Code ARK

Show PO structure || Showworklist || & | Hold & simulate | | e
Transaction Invoice g
Basicdata | Payment k 1 B [ Tax | Contacts | NOTE! 2
WA
Invoice date B8/10/20086 Reference 57683
- ate Ba/10/2006 4
3 150 0@ UsD [w] Calcu

Tax amount B.e80 PO (Accounts Payable 5. B 5
Text Invoice #57683 Snow Cone Syrup for resale

Paymt terms 15 Days net
Baseline date B3/108/2006
Company Code ARK State of Arkansas Little Rock

s | 52
Purchase Order’Scheduling Agreeme .. & 4h000E1016
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When you press the enter key the purchase order information will be copied

into the invoice.

7. Click the Details tab to continue.

=)
Basicdata | Payment | Details Tax o 7 | Vendor 0100000073
3. Keemo's Snow Cones
Invoice date 03/10/2006 Reference 57633 22 Sugar Plum Lane
Posting Date 08/10/2006 LITTLE ROCK AR 72209
Amount 150 .00 uso [v] Calculate tax USA
Tax amount 6.00 PO (Accounts Payable S.. & . 888-665-0106-963 888-665-1206
Text Invoice #57683 Snow Cone Syrup for resale
Paymtterms 15 Days net
Baseline date 08/10/2008 sankact | Purchase Order
Gompany Gode  ARK State of Arkansas Little Rock E Poto'Goldl |nformation
Purchase Order/Scheduling Agreeme.. E 4500010160 =0 L oo =)
Layou_*’ Amrmation {
| [item [Amount Quantity 0..|Gg|Purchase .. |item |PO text Taxcode |
| 1 15000 20[EA | [] 4500001016110  foodforreSale PO [Accounl|

8. The only required field on the Details tab is the Business Area.

9. Enter information in the assignment field. The assignment field will
print on the remittance. The recommended entry is the invoice

number.

10. Enter information in the Header Text field. Header texts will also print

on the remittance.

11.1f the vendor charged delivery costs that were not included on the
purchase order, enter them in the Unpl. Del. Csts. field.

12.The Planning Day field date is defaulted from the PO and is system

derived. Do not change this field. The date will not affect the payment.

13.The vendor number is derived from the purchase order.

14.Click on the Payment tab to continue.

H

Basicdata | Payment @k Tax | Contacts | Note |
JI 11

Unpl. Del. Csts 13
Currency UsD Exch. Rate 1. 608083
Doc. Type Invoice receipt El Inv. Party 100000073
Bus. Area 671 Dﬁ
Azsignment 57683 4 9 GIL 211608818040
Header Text nv# 57683 Snow Cone
AP i [A8f26/200
10 Flanning Day 12
Purchase Order/Scheduling Agreeme.. & | 4500001016 @
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15. The Pmt. Method field is a required field. Enter “W” for warrant being
paid from a treasury account. Enter “C” if the invoice is being paid by
check from the agency bank. Enter “A” for a direct deposit from
Treasury into the vendor’s account.

16.The House Bank is also a required field. Enter TREAS if the invoice is
payment methods “A” & “W” being paid from a treasury account. Enter
your AASIS house bank if payment method is “C” an being paid from
an agency cash account.

17.Check the Payment terms field. Change the payment terms as
desired. AASIS will pay the vendor on the date based on the number
of days you select from the baseline date. Only payment terms that
begin with NT and payment terms 0001 are valid for accounts payable.

18. The Payment Method Sup. Field is used to mark the warrant for
pickup, request grouping by business area, or request not to print
payment advice.

19.The payment reference field is used to control the number of payments
sent to the vendor. Make an entry in this field to generate a separate
payment for this invoice. To combine all invoices in one payment,
leave it blank or enter the same reference for multiple invoices to be
combined.

20.Click on the Tax tab to continue.
20

—r

Basicdata ~ Payment | Details | Tax | Contacts | Note |

BaselineDt 05/10/2006 Pmntterms WT13 153 ay 17
Due on Be/25/2006 Days
‘scount UsD | 18 Days net
15 Fixed
Pmt Method W PmntMethSup. & Pmntblock Free for payment &
Inv.ref. 16
Part. bank House bank TREAS
Payment Ref COMBINE PA‘(HENTU% 19
Purchase Order’Scheduling Agreeme.. 4500001016
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No entry is required. Tax data is copied from the basic data tab.
21.Click on the Contacts tab to continue.

Edit

Goto Help
B Cae SR BAno8)

Enter incoming Invoice: Company Code ARK

Invoice document Systemn

Show PO structure || Show worklist | I:|'_3|“| Hold | P8 Simulate | Messages ||[H ¢

Transaction

Invoice

21

E

Basicdata | Pavment | Details

" Tax

| Contacts

Z Mote |

Tax Data ]
Taxdoc.c... \Tax code Jurisdict. Co.
000 PO (Accounts. (2411903201

El
El | | Metproposal | |
& |k Delete Row |

Jm
H Calculate tax =
|
[«]
[-]

D] 0]

[« ][ | I

You can view contact information from the Contacts tab. If you have a
problem with a line item on the invoice, you can look at this tab to know who
you can contact.

22.Click on the Note tab to continue.

Edit

Goto Help
AEICEq OEE DDLOY

Enter Incoming Invoice: Company Code ARK

Invoice docurment System

Show PO structure

Showworklist | & | Hold ||F8 Simulate |

22

3]

Transaction

Basic data k Payment k Details k Tax

Invoice item
Short Text
Requisitioner

Buyer

GR processor

Invaice e

L

" Contacts k Mote

1
food for resale
trisha

Colleen Yollman
G83-2090 Zo9O

=
=

Colleen Yollman
G83-2090 Zo9O
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You can enter notes on the Note tab. This information is for internal use only;
it does not print on the invoice or remittance.

Invoice document  Edit Goto Systerm Help

B @@ SHE DDhoaon
Enter Incoming Invoice: Company Code ARK

Show PO structure || Show worklist | I-"|E|*| Hold | F# Simulate | Messages

Transaction Inwoice T
Basicdata | Payment | Defails | Tax | Contacts = Note
PRl

Thig informatian will not print on the remittance.|

[ L] I[«[»]

* Li1, Coal Lh1-Ln1afl lines

23.When the document is balanced between debits and credits, the
stoplight style indicator will show green and the balance will show “0”.If
the stoplight style indicator shows red or yellow the document has an
issue. Reasons may be that there is a budget error, the document

value is over the tolerance set (10% or $100.00), or the period is not
open.

24 . Click the Simulate Button to view the document as entered.

cument Edit Go

] GIO@QIQ@%ITIEI@

Enter Incoming Invoice: Company Code AR% 23

Show PO structure | Show worklist | L‘ﬁ*| Hold [ Simulate | Messages Help

/I—
g
Transaction Invoice & ©O@ Balance 0.00 USD
Basic data k Payment k Details k Tax k Contacts = Note Vendor 0100000073
5. Keemno's Snow Cones
| | | || | || | | ||}"i 22 Sugar Plum Lane
LITTLE ROCK AR 72209
Usa
. 888-665-0106-963 888-665-1206
(KN {3 J[«][+]
Li1,Co1 Ln1-Ln1of1lines Bank acct 6655887755
Pot O’ Gold Bank and Trust
Purchase Order/Scheduling Agreeme.. & 4500001016 Goods/senvice items &
Layout All information fed]
|Item |Am0unt Quantity 0... |G |Purchase ... |item |PO text Tax code |
! ilj 150 .00 20EA | [ ||4580801816/10  food for resale PO {}\.ccounlﬂ
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25.View the document. Verify that the cost center and GL code are
correct before posting. You may post from this screen or hit the back
button to make changes to the document.

NOTE: Verify that the cost center, fund, funds center and commitment
item are correct before you post the document. If you see any errors,
contact the person on the contact tab.

Simulate Document in USD (Doc

Faosition A|GIL Accimat/assetivend Amount Cu.. |Purchasin... |ltem |T.|Jurisdict. Code Tax date Bu Cﬂst
1|K[2110001000(S. Keemo's Snow Co.. 150.00-|UsD PO o718 [=]
2/5/2111001000|Goods Receiptinvoic.. 150.00 |USD 450000101610 PO[0411803201 o718 41?88'@

[2]

[~]
[«v][ 25 L[]
Debit: 15008 redit 15098 Bal. ©.88

Back Post /A

/

26.Note the document number at the bottom of the screen. This will be
the MM document number. There will also be other document
numbers created at the same time for the document posting in the Fl,
FM, SPL, and Controlling modules of AASIS.

Exercise:

Enter and post the MIRO for your assigned “No Sales Tax”

[ Dovumentne. 261 crawwa

[] lod S0 DHE Onod AR @B

Enter Incoming Inveice; Company Code ARK

ShawPO sucrs | Stowworkint | @ | Hod H +ew

Transachan e [) B0 Hxame

|
Bawcous | Pament | Detabs | Tax | Corbacls | Mol

Invoics date @ Rofarvace

Postng Datw 04

Amerd Caleudat ax

Ta wesues [ 8 &

Twt

- A g

(T

Purch. Sarvwerard B 2 e
= Lo A irde

| _|em__ lnenurs Sty g Purchate 210 et m— —

| | ik !

! |21

|

| 26 |

i | 55 3

L / sl

Lo :

Bla & FE S ]

PO invoice.
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Accounts Payable Basics — Logistics Invoice Verification Process
Chapter 6 Vendor Master Data

Vendor Master Data

Each vendor has a master record in AASIS that is maintained by the Office of
State Procurement. The master record contains data that accounts payable
end users call upon in processing transactions.

Viewing the vendor master data can help determine where to send the
payment and what type of payment the vendor will take (warrant, check,

ACH). You can check payment terms and find contact information for the
vendor.

When there are multiple vendors with the same name (Office Depot, Wal-

Mart, etc.) you can compare the remittance address on the invoice to the one
on the master record.

To display the vendor master record, use transaction XK03.

Menu Edit Favorites Extras

ajda B &a el
SAP Easy Access AASIS MENU
EBE| & HE 2| v -

= ‘{3 SAP menu
[ 1 Office
< 1 Logistics
< 3 Materials Management
= ‘3 Purchasing
> 1 Purchase Order
[> [ Purchase Requisition
> [ outline Agreement
I [ RFQ/Quotation
= {3 Master Data
[ 1 Info Record
[ ] Source List
[> [ Quota Arrangement
3 Approved Manufacturer Parts
= {3 Vendor
[» [ Purchasing
= =3 Central
2 XKO1 - Create
1) XK02 - Change
£ XK03 - Display
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1. Enter the vendor number, or use the match code to search. Enter
Company Code ARK and your Purchasing Organization (same as
Business Area)

2. Click all of the checkboxes (except Withholding tax, which is not
functional) and press the Enter key.

Display Vendor: Initial Screen

106000073 )
Compéiny Code S ARK
0710 h
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The first page displays the vendor's name and address. Contact information,
if available, will be displayed at the bottom of the page.

3. Click the Next page button to see more.
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The jurisdiction code is used by the tax calculation software to determine the
amount of sales tax applicable to the vendor location. Click the next page
button to continue.

------ Edit Goto Extras Environment System Help
BjdH  CEQIECRE DDLHD I EE®@
Display Vendor: Control

v Ed R Tax categories

NVendaor: 100800073 5. Keemo's Snow Cones LITTLE ROCK

Account control
Customer Authorization VEND
Group key

Tax information

Jurisdict. Code 04119603201
Tax office

Tax Mumber

Reference data
Industry
POD-relevant

The alternative Payee screen is rarely used by AASIS. It may be used in
case of garnishment of vendor payments. Click the next page button to
continue.

------ Edit

Goto Environment System

Help
BdHICE@@ S HE Do HEE @
Display Vendor: Payment transactions

vl

‘Vendor: 100000073 §. Keemo's Snow Cones LITTLE ROCK
Paymenttransactions Alternative payee in document
Alternative payee []Individual spec.

[ spec. per reference Fermitted payee
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The accounting information screen displays the reconciliation account (vendor
accounts payable). The Authorization designation tells what type of vendor it
is (AP vendor, state agency, employee, etc.) This screen also displays the
withholding tax code.

Environment Systern  Help
aldHICEQ  SHE SO0 BE G
Display Vendor: Accounting information Accounting

= e

Vendor 108000073 3. Keemo's Snow Cones LITTLE ROCK

Company Code ARK State of Arkansas

Accounting infarmation

Rec. Account 2110001000 Sort key po2 Doc.no., fiscal year

Head office

Authorization VEND Cash magmnt group AP VEND AP Vend
Release group

Minority indic. A Cerificatn date

Withholding tax

W. Tax Code [e Exemption number
Valid until
Recipient type Exmpt.authority

Reference data

FPrev.acct nao. FPersonnel number ]

Withholding tax codes:

WT"| Description

00 [Exemptfrom 1099

01 Rents

02 Royalties

03 Prizes, awards

04 Federal income tax withheld

05 Fishing boat proceeds

06 Medical and health care payments

07  Monemployee compensation

08 Substitute payments (dividendsiinterest)
089 Payer made direct sales of $5000 or more
10  Cropinsurance proceeds

11 State income tax withheld

14 Gross Proceeds Paid to Attorneys
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The Payment transactions accounting page displays the payment terms set
up for the vendor and the payment methods that the vendor can accept.

Bfd H I a8 CRE BS0L0 EEI@
Display Vendor: Payment transactions Accounting
Y

Mendor: 100800073 5. Keemno's Snow Cones LITTLE ROCK

Company Code ARK State of Arkansas

Payment data
Fayment terms NT15 Tolerance group
Crmemao terms Chk double inv.

Automatic payment transactions

Payment methods  CW Payment block Free for payment
Alternat.payee House bank
Individual pmnt = Grouping key

Prmt meth.supl.
Pmtadv. by EDI [ ] Altpayee(doc.) = | Permitted payee

Invoice verification

Tolerance group

Payment terms

Terms of Payment

PTrm |[Explanation

1]

[EPe1 (Payable immediately Due net

Q889 (Payable in 3 partial amounts

1 instaliment: 30.000 % with payment term 0001
2 installiment: 40.000 % with payment term 0081
3 installment: 30.000 % with payment term 0021
N188 |Net due in 180 days

N2¥0 [Net due in 270 days

N365 |Net due in 365 days

N458 |Net due in 450 days

N540 [Net due in 5408 days

NE30 |Net due in G630 days

N720 [Net due in 7208 days

N218 |Net due in 810 days

NOG0 [Net due in 908 days

N330@ [Net due in 998 days

NFIMN|Net due in 1080 days - Final Payment

NTGO (Payable upon receipt

NTE@3 [Net Due in 3 Days

NTE5 |Net Due in 5 Days

NTG7 ([Net Due in 7 Days

NT10 (Net Due in 10 Days

NT15|Net due in 15 days

NT30 |[Net due in 30 days

[][e]]
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Payment methods:

P.|Mame
ACH Payment for General Expens
ACH Payment for Payroll Vendor
Check
ACH Payment for Payroll
Housebanks Technical Clearing
Warrant for Income Tax Refunds
Warrant for Payroll
Warrant for Payroll Vendors
ACH Payment for Income Tax Ref
Wire Transfers Cash Housebank
Warrant for General Expenses
Technical Clearing for BSEG

|

=]

(250 S} 5 S T

AR AEIEIERIEE =

The next page contains information specific to your Purchasing Organization.
(For example, your purchasing organization may have different payment
terms than the vendor lists for the State.)

[¥] GR-based inv. verif. ABC indicator
[ AutoEvalGRSetmt Del. ModeOfTrmspri-Border
[[] AutoEvalGRSetmt Ret Office of entry
[ Acknowledgment reqd Sort criterion
[[] Automatic purchase order PROACT control prof.
[l subsequent seti [l Revaluation aiiowed
[[] subseq. seft index [ Grant discaunt in kind
[[] B.vol.comp./ag.nec. [[] Relevantfor price determ. (del higrarchy)
[[] Doc. index active [[] Relevant for agency business
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In some cases, purchase orders and invoices may go to different vendors.
This information is contained on the Partner functions page.

@ IH e CHE anan BE @m
Display Vendor: Partner functions

||E| Alternative data ||g| Partner |

' _1 [aEoeaAT3
Purchasing Org. 0710

PI|invoice presented by 100000873 |5, Keemo's Snow Cones
I

Partner Functions

P.|Mame Mumber Mame D.

VN Vendor 100800073 (3. Keemo's Snow Cones |
=
=
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How Can | View Bank and Tax ID Information for Vendors?

For security reasons, bank account and tax ID information are not included on
the XKO03 display. For users with valid security roles, this information can be
displayed on the ZVENDBANK and ZVENDTAXID reports.

The selection screens for these two reports are similar. The name field is
case sensitive and has to be the exact spelling as the vendor master record.
For this reason, we recommend getting the vendor number from the XK03
report first and then selecting the ZVENDBANK and ZVENDTAXID reports by
the vendor’s account number.

ZVENDBANK

Program Edit Goto System  Help

] 2 BEE O O8 EE
Bank Acc Search
D &
Frogram selections
Vendor account group WVEND to
Mame 1 to
City to
Postal Code to
Region (State, Province, Cou to
Tax number 1 to
Tax number 2 to
House number and street to
Purchasing organization 949499 to
Vendor's account number 100008873 to
Further processing options
i Mo further processing
) Display as table @ Interactive list

G Vig etti ter
& | afa B
Bank Acc Search
@AY T & BachTlh HEdE W

QIQM%I@@@@IEI@

Bank Acc Search

Yendoar Mame 1 Street City PostalCode|Rg |Taxcode 1|Taxcode 2 |Pmnt meths|Bank account
100000073} S. Keema's Snow Cones |22 Sugar Plum Lane |LITTLE ROCK [72209 AR 44-4440005 |CW B655887755
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ZVENDTAXID

Program  Edit

IR CEQ DHB HDoD EE)

Taxid Search

@ &
FProgram selections
Yendor account group | to
Account number of vendor or 100000073 to
Mame 1 to
Mame 2 to
City to
Fostal Code to
Tax number 1 to
Tax number 2 to
House number and street to
Further processing options
)Mo further processing
) Display as table @ Interactive list

G ey i tern  Help
& | afakE Q@ OHE D40 AR @m
Taxid Search
g aY ¥ aachTih E=EE H
Taxid Search
Vendor MName 1 Name 2|Street City PostalCode|Rg  |Taxcode 1|Tax code 2 |Pmnt meths
10000007 3| 5. Keemo's Snow Cones 22 Sugar Plum Lane |[LITTLE ROCK [72209 AR 44-4440005 |CW
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Chapter 7 Entering the MIRO Invoice Verification with Sales Tax

Entering a MIRO Invoice Verification with a “P1” Tax Code

You have received the following invoice from a vendor:

Man’s Best Friend
7111 McCain Blvd.
North Little Rock, AR 72215

INVOICE

Invoice Number: 576837
Your Purchase Order: 4500001017
Invoice Date: 6/23/2006

20 Boxes Animal ShampooO....cccvusmsmsmsmmmmsnsnsnsnsnsnnnnns $60.00
10 Boxes Dog ChOW.....ccuummmmummmmnmmsnnmsnnnnsnnnnsnnnnnnnnnnns 120.00
] T T 10.00
SalesS TaX.ucrarsrsmsmsnsnsnmnnnnnsnsnsnsnsnsnsnsnnsnsnsnsnsnsnsnnnnnnnnnns 17.10
-1 1 $207.10

Follow the process described in Chapter 4 to compare the invoice with the
purchase order and goods receipt.

The purchase order, goods receipt and invoice are in agreement as to
quantity, amount, and tax code. You have the MIRO transaction on the
screen and are ready to begin entering data.

The process for entering an invoice with sales tax allows you to have the
system calculate tax and requires you select the P1 tax code.
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Use the following steps to enter the invoice:
1. Enter the Invoice Date
2. Type the vendor’s invoice number in the Reference field.
3. Enter the amount of the invoice including tax in the “Amount” field.
4

Check the “Calculate tax” box if you want the system to calculate the
tax. You may also enter the tax amount in the “Tax amount” field.

Choose the “P1” tax code.

Enter text in the “Text” field if needed.
Enter the PO number.

Click the Details tab to continue.

document Edit Go

(/] IR @@ DHE ODhLos BEE @m
Enter Incoming Invoice: Company Code ARK
Show PO structure | Show worklist | I:|'_3|’| Hold 8 ate | Messages Help

Transaction Invoice QO Balance 0.00 USD
Basicdata | Payment | Details | 1 [Contacts | Mate | 2 Vendor 0100000222
— Mans Best Friend
Invoice date 08/10/2006 Reference 576337 ~ ’_H 7111 McCain Bivd
Posting Date 08/10/2006 MORTH LITTLE ROCK AR 72115
Amount 67.10 4 rl\—‘ T¥] Calculate tax

Tax ; 17.10 P1 {Accounts Payable 5. B 501-765-1376-515 501-511-6675
Text 3 Invoice # 576837 Dog Supplies

Fayr 15 Days net

Baseline date 68/108/2006

Company Code  ARK State of Arkansas Litile Rocki i o

.............................................. : ’7—

Furchase Crder/Scheduling Agreeme.. & 4599991917‘<b— Goods/senice items g
Layout All information ]

| |item [Amount Quantity 0... |G |Purchase . [ltem |PO text Taxcode | |

| 1 60.60 20BOX| | | 450008181718  |Animal Shampoo P1 [Accouniﬂ‘

| 2 120.00 10[BOX| [] 4500081817 (20 Dog Chow P1 (Account

9. Since the shipping costs were not included on the purchase order, you
must enter them as unplanned delivery costs on the details tab.

[r—

Basicdata | Payment = Details | Tax | Contacts | Note |

Unpl. Del. Csts 10.00 9

Currency usD —xch. Rate 1.00000

Doc. Type Invoice receipt Bl Inv. Party 100000222
Bus. Area 710

Assignment GiL 2116001000

Header Text

Plg level AP Planning Day ©8/25/2006

The rest of the process is the same as the MIRO without sales tax. Follow
steps 7-25 in chapter 4 to complete the invoice.
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Exercise 1:

Enter and post the MIRO for your assigned P1 Invoice. Make changes as
specified in the workbook.

What If The System Calculated Tax For Tax Code P1 Is Different From
the Tax On the Invoice?

Reasons why the system tax may calculate differently from the tax on the
invoice:

¢ Rounding
e Rate Change

e Max Tax — tax is calculated up to a maximum amount. Some tax
jurisdictions calculate the max tax on an entire transaction where
AASIS calculates taxes on individual line items.

For example, suppose you received this invoice for payment:

Cameron Shutter, Photographer
2573 Closeup Rd.
Little Rock, AR 72202

INVOICE

Invoice Number: 2500
Your Purchase Order: 4500001033
Invoice Date: 9/21/2006

5 Digital Cameras.....ccccerermrmsmsmsasassssssssssasssssssnsnssssnsnsnsnsnnnnnns $3000.00
3 Movie Cameras..cccmsasssssssssasssssssssssssssssssssansnnnnssnnnsnnnnnnnnnsnnnnn 2700.00
SaAleS TAXuutrsumsnmsnmsansansssssssssssnssnsssssssssssssssssnssssssssssssssnsnnsnnnnnnnnnns 379.50
1 - $6079.50
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The purchase order had the correct tax code (P1), but due to line item max
tax differences, the system calculated this amount of tax:

cument Edit Got tem  Help
(V] O H I @ DHE ODhoan BE @m
Enter Incoming Invoice: Company Code ARK

Show PO structure | Show worklist | I?q'_-H Hold  [F& simulate | B Messages Help

Transaction Invoice el

Balance 37.50- USD
Basicdata | Payment | Details | Tax | Contacts | Note | Vendor 0100000111
Cameron Shutter, Photographer
Invoice date 08/25/2006 Reference 2500 2573 Closeup Rd
Posting Date 08/25/2006 LITTLE ROCK AR 72202
Amount 6,070.50 usD [w] Calculate tax USA
Tax amount 417.00 P1 (Accounts Payable 5. & . 888-665-0123-119 888-555-1223
Text
Paymtterms Due immediately
Baseline date 08/25/2006 =] Bank acct 55668899
Company Code ARK State of Arkansas Litle Rock - Cash Keepers Bank of Arkansas

To accommodate the difference, as well as assign the difference to the actual
expense, follow these directions:

1. Enter the full amount (including the sales tax) of the invoice in the
Amount field.

2. Do not select the Calculate Tax check box.

3. Enter the amount of sales tax to be paid in the Tax amount field.

NOTE: Tolerance level for invoice differences is 10% up to $100.00; this
allows adjustment for sales tax as necessary for a zero balance. If the
difference exceeds the tolerance, a system block will be placed on the
invoice. System blocks can be manually released.

cument Edit Ge m Help

& JH e SHE NDOo0 BAER @

Enter Incoming Invoice: Company Code ARK

Show PO structure | Show worklist | =5 ‘ Hold | % simulate | Messages Help
Transaction Invaice = Q0@ Balance 0.00 USD
1

Basicdata | Payment | ax || Contacts | Note | Vendor 0100000111
Cameron Shutter, Photographer

Invoice date 08/25/2006 V Reference 2500 3 Closeup Rd.

Posting Date 08/25/2006 2 LE ROCK AR 72202

Amount 6,0879.50 UsD [ ] Calculate ts

Tax amount 379.50 F1 (Accounts Payable S.. @ pog-665-0123-119  [|8s8-665-1223

Text

Paymt terms Due immediately I:

B 08/25/2006 == Bank acct 55668899

(> 3 ARK State of Arkansas Little Rock =l | CashKeepers Bank of Arkansas ol
Pul Scheduling Agreeme.. Bl 4500001033 Goods/senvice items [

Layout Allinformation

| |tem |amount CQuantity 0. |Eg |Purchase . ltem |PO text Tax code |
I i 3,000 06 SEA |[] /458080183310  |CAMERA P1 (Account
| 2 2,700.80 3EA |[] 4500081033 26 CAMERA P1 (Account

Exercise 2: Enter and post the MIRO for your “tax different” assigned P1
invoice. Make changes as specified in your workbook.
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Accounts Payable Basics—Logistics Invoice Verification Process
Chapter 8 Invoice Verification with Use Tax

ENTERING A MIRO INVOICE VERIFICATION WITH A “U1” TAX CODE
Your agency received the following invoice:

Sappy Publications
55 Enterprise Avenue
Chicago, IL 60611

INVOICE

Invoice Number: 253562
Your Purchase Order: 4500001019
Invoice Date: 8/10/06

The Guide to Invoice Payment by U. R. Broke.........................$35.00
The Guide to Purchasing by Ben Bysit.....ccccummmmsmnmsmsnssssnssnsnnsnnas 35.00
The Guide to General Ledger by lvan Eyeshade...............s000.....35.00
LI - 1 ——————————— J | £ 0 ] )

You were able to match the invoice to the following purchase order:

chase order Edit Goto Environment Sys
Bld H I @e@@ SHE ODO0 BE @ m
3| Standard PO 4500001019 Created by Colleen Vollman

wument overview on | O 627 '-_E” @ Print preview | Messages Personal setting

Standard PO g 4500001819 Vendor 100000179 Sappy Publications Doc. date B8/18/2006
sader
45 [item [A [I |Material Short text PO quantity 0...|CDeliv. date  |Met price curr... |Per O... |Matl group |PInt
10 K 160100882 Book 3|EA |D|B8/31 /2006 35.060USD 1 EA |PUBLICATI.. Reference Plant
[l <
1[5 e S = =
m [ 10110100082, Book gl |l

Quantiiesiweights | Delivery schedule | Delivery | Invoice | Conditions | Accountassignment ' Purchase orderhistory | Texts | Delwe..l [

SR EFERIEERFRERITRIEIERIE

Text™| MvT |Material Do Item|FPosting Date [z Quantity| Delivery cost quantity| OUn £ Amtinloccur |Leur |E Gty in order prun DelCostQty (OFUN)
SR |101|5000000953 1|08M10/2006 3 0 |EA 112.88 |USD 3 0
Ir./ev. Goods receipt . 3 EA = 112.88 USD = 3

Note the tax code. There is no tax on the invoice, which is correct. This out-
of-state vendor does not collect state sales tax on items sold, so the tax code
should be U1 (use tax). Using this code will set up a payable for the use tax
to be remitted to DFA.

?|item (10110100082, Book g (avl

Quantitiesiweights | Delivery schedule | Delivery ' Invoice | Conditions | Account assignmern

Tax code U1 E Taxes

Final invoice teict: 201
v| GR-based IV
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The Conditions tab on the purchase order will reveal the amount of use tax
that is calculated by the system.

| Item [10]10100082 , Book g alw
// Quantitiesiweights k Delivery schedule k Delivery k Invoice ~ Conditions k Account assignment k Furchase order history k Texs L

Qty 3 EA MNet 165.00 USD
CnTy|Name Amount Croy  |per  |U... |Condition value Curr. |Num... |{OUn [CCon...|Un |Condition value
_F‘Eﬁr@ass Price 35.00 [USD 1[EA 105.08 [USD 1EA 1EA 0.00
MetValue 35.00 |USD 1[EA 105.08 [USD 1EA 1[EA 0.00
NAVM Non-Deductible Tax 7.88 |USD 7.88 USD ] 2] 0.00
Tax 2.63 |USD 1[EA 7.88 USD 1EA 1[EA 0.00
Metincluding tax & 37.63 |USD 1[EA 112.88 USD 1EA 1[EA 0.00

How Do | Enter Use Tax on MIRO?
On the Basic Data tab, use the following steps:

1. Enter the Invoice Date

2.
3.
4.
5.
6.
7.

Type the vendor’s invoice number in the Reference field.
Enter the amount of the invoice in the “Amount” field.
Check the “Calculate tax” box.

Choose the “U1” tax code.

Enter text in the “Text” field if needed.

Enter the PO number.

ument Edit Go Help
BB Ca@ SHE NDon BE @M
Enter Incoming Invoice: Company Code ARK

Show PO structure | Show worklist | Eﬁ’| Hold [ Simulate | Messages Help
Transaction Invoice & ©O@ Balance 0.08 USD

=

Basicdata | Payment | | 1 Tax | Contacts | Note | 2 Vendor 0100000179

Sappy Publications

Invoice date 98.-’10.-’2896/ Reference 253562 /'_’7 55 Enterprise Ave.

FPosting Date 08/10/2006 4 CHICAGO IL 60611
Amao 105.00 [v] Calculate tax LISA

Taxd 3 i 0.00 U1 (AP Use Tax) 5 888-665-0191-187 |5 888-665-1201
Text Invoice #253562 Books

Faymtterms Due immediately

Baseline date B8/10/2006 6 ank acct 780456123

Company Code ARK State of Arkansas Littlle Rock — asherino Bank of Arkansas i o

J 7 |
Furchase Order/Scheduling Agreeme.. & 45008081 81941—‘2, Goods/senvice items &
Layout All information fed]

[item  |Amount Quantity 0. |[@|Purchase . [item [POtext Taxcode | |
| i 105.00 3EA | [ 450000101810 Book U1 (AP s
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The rest of the process is the same as the MIRO without sales tax. Follow
steps 7-25 in chapter 4 to complete the invoice. When you simulate the
transaction, you will see the use tax payable posting.

Simulate Document in USD (Document currency)

Fosition A|GIL Accimat/assetivend  |Amount Cu... |[Purchasin... {ltem |T..|Jurisdict. Code Tax date Bu... |Cost o
1|K[2110001800 Sappy Publications / .. 105.00-|USD u1 0710 [4]
282111001800 |Goods Receiptinvoic.. 112.88 |USD (450000101910 LU1/0411903201 0710 41?99'@
3/5(2120003099 |Use Tax Payable Accr... 6.30-USD LU1/0400000000
452120003099 |Use Tax Payable Accr... 1.05-USD U1/0411900000
552120003099 |Use Tax Payable Accr... 6.53-USD LU1/0411903200

[+]

[~]
LD I L]
Debif: 112.88 Credit 112.88 Bal. ©0.09

Back ||[E) Post| | 3

The multiple postings to the Use Tax Payable Accrual account represent the
tax accrued to different government entities—the state, the county, the city.
All use tax remittances are made to Dept. of Finance and Administration on a
separate invoice.

Exercise 1

Enter and post the MIRO for your use tax assigned U1 invoice. Make
changes as specified in your workbook.
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The U1 Invoice with Multiple Funds

You cannot use the U1 tax code on an invoice with multiple funds. AASIS will
return a hard error if this is attempted and the invoice will not post.

So How Do | Account for Multiple Funds on a U1 Invoice?

In the event that you have an invoice with multiple funds and a U1 tax code,
you will need to enter a separate invoice for each fund.

You received the following invoice:

Asta’s
/8 N. Thinman Rd.
El Paso, TX 79901

INVOICE

Invoice Number: 576839
Your Purchase Order: 4500001021
Invoice Date: 8/10/2006

O =Y o 1 T 0 T 1 e —— % - Lo 0 [1]
2 surveillance camerasll.ll.lIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIGOOIOO
1 1 - 1 . ¢ L3 0 ] 1

You were able to match the invoice to this purchase order

Purc stem Help

order Edit 0 Environment Syste
@ BaH @@ SHE DL BE @
@2 Standard PO 4500001021 Created by Colleen Vollman

Documentoverviewon | () %2 5 | |@3 Printpreview || Messages Personal setting

1«10

m Standard PO &1 4508001021  Vendor 100000280 Asta's Doc. date 08/10/2606
Deliveryinvoice | Condifions | Teds | Address | Communication | Parners | Addifionaldala | Orgdala | Stalus = Release strategy |

Release group P1 Purchase Order Gode |Descriptmn |sm \
Release strategy P1 Agency PO AG  |Agency Approval |
Release indicator 1 Released
2]
s tem |4 || _[matenial Shorttext PO quantity 0..|dDelv. aate | Netprice cur_|per__[0...|mati group _[Pint st
10 K 16168307 [TRENCH COAT 1[EA [D|98/31/2006 145.00UsD |1 EA |CLOTHING Reference Plant
20 || 19188314 |CAMERA 2[EA |Dp8/31/2006 300.00UsD |1 EA PHOTOGR.. Reference Plant E
i [ D)
EEE [ B
[*=]item [10]10100307, TRENCH COAT a [alwl
Material data | Quantiiesiweights | Deliveryschedule | Delivery | Invoice | Conditions | Accountassignment = Purchase order history ], OOF
SR Ih B0 T e e '
Text”|WT [Material Do...| ftem|Posting Date|= Quantity] Delivery cost quantity|OUn[z  Amtinloc.cur(Lcur [z Oty in orderprun.| DelCostaty (OPUn) Or..|
GR_[101 5000000056 |  1/08M0/2008 | 1] HES 155.88 [USD | 1] 0JEA |
Tr.ev. Goods receipt . 1 EA s 155.88 USD  » 1 EA
D]l [

[ D [ME23N Pl sapeas | OVR 2
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You determined from the account assignment tabs that each item is charged
to a different fund/funds center combination.

7 Item

Material data | Quantiiesiweights | Delivery schedule

[10]10100307 , TRENCH COAT

]

] ~]

Delivery | Invoice | Conditions

Account assignment

ﬁ T | AccAssCat iCostcenteri | Distribution Single account assignm.. & CoCode State of Arka... &
GIL AccountMo. 5098020080

Business Area aTie

CO Area B

Cost Center
Fund
Functional Area
Funds Center

417001
PWP2000
HHS
896

Earmarked Funds o

Commitment itern 582:08:02

ltem [20]10100314 , CAMERA

o]~

Delivery | Invoice | Conditions

=

Material data | Quantifiesiweights | Delivery schedule Account assignment |

i = | AccAssCat {Costcenter & Distribution Single account assignm..E  CoCode State of Arka.. B
GIL Account Mo. 5090011000
Business Area 6710

CO Area
Cost Center
Fund
Functional Area

416601
PWP1 000
HHS

Funds Center 206 Commitment itern 502:08:82

Earmarked Funds

Because the tax code on this invoice is U1, you will need to enter two

separate MIRO transactions, one for fund HSC6101 and one for fund
FFB000O.

Itern

[10]10100307 , TREMCH COAT [

[a[~]

Material data | Quanfitiesiweights | Delivery schedule | Delivery ~ Invoice | Conditions |

] I, receipt Tax code
Final invoice Jurisdict. Code 041193201
v| GR-based [\

U1 is displayed on the purchase order. This is the correct code. The
purchase is for taxable items from an out-of-state vendor which does not
collect state sales tax.

79



Accounts Payable Basics—Logistics Invoice Verification Process
Chapter 8 Invoice Verification with Use Tax

1. Follow the steps to enter a MIRO transaction for the invoice.

2. In the amount field, enter the amount being paid from the first fund on
the invoice.

cument Edit Ge

i JTBCaQ SHE aDLan BEE @
. Enter Incoming Invoice: Company Code ARK

| | Show PO structure || Show warklist | L‘Ef| Hold [@% Simulate | B Messages Help

| Transaction Invaoice g @00 Balance 600.00- USD
=]
Basicdata | Payment | Defails | Tax | Contacts | MNote | 1 dor 0100000280
L a's
Invoice date 08/10/2006 Reference 576338 //‘ 78 N. Thinman Rd.
FPosting Date 608/108/2008 EL PASO TX 79901
2 L:m;?ms.aa usD V] Calculate tax UsA
—r Tax amount 0.680 U1 (AP Use Tax) & . 877-897-5678-258 888-779-9989
1] Text Invoice #576839 Trench Coat
Payrmt terms 15 Days net |:
Baseline date 08/10/2006 = Bank acct
Company Code ARK State of Arkansas Little Rock =]
Purchase Order/Scheduling Agreeme.. & 4508081621 Goods/senice items &
Layout Allinformation e}
Item |Amoum CQuantity 0...|G& |Purchase .. |ltem |PO text Tax code |
iIJ 145 .00 1EA |[] 450800182118  TREMCH COAT U1 (A/P Us
2| 600 .00 2EA |[] 450000102120  |CAMERA U1 (A/P Us’7

3. At the bottom of the screen, click the box in front of the line items to
de-select the items that do not belong to the first fund. Your invoice
will now have only the items that belong to the first fund highlighted.

Furchase Order/Scheduling Agreeme.. & 45080081021 Iﬂ Goods/senvice items &
Layout Allinformation o]
3 Itern  |Amount Quantity 0...| B2 |Purchase .. [ltem |P0text Tax code | |
1 145.00 1EA |[] 450008182110 I‘I‘RENCHOOAT U1 (A/P Us
b 60000 2EA [[]/4500001021[20  |cAMERA U1 (A/P USH

4. Follow the rest of the steps to complete the invoice and click the
Simulate button.

Invoice document  Edi

& alad 4 Q@ LG Nnon RE Q®E

Enter Incoming Invoice: Company C&g ARK

Show PO structure | Show worklist | L‘H| Hold | |B# simulate | Messages Help
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5. The Simulation shows the payment being made to the first fund (with
use tax accrued to that fund). Verify that the cost centers on the
simulation are cost centers assigned to the desired fund.

Simulate Document in USD (Document currency)

0081?7
41700

Position A|GIL Acc/mat/assetivend  |Amount Cu... |Purchasin... |{ltem |T..|{Jurisdict. Code Tax date Bu...
1K[2110001000 Asta’s /EL PASO TX 7. 145.00-|UsD U1 0710
232111001000 |Goods Receiptinvoic.. 155.88 |USD (450000102110 U1|0411903201 0710
3/5/2120003098 [Use Tax Payable Accr... 8.70-|UsSD U1(0400000000
432120003088 |Use Tax Payable Accr... 1.45-UsD U1(04119600000
5/5/2120003088 Use Tax Payable Accr... 0.73-|UsD U1(04119603200

6. If the cost centers are in agreement, post the invoice.

F@ Docurment no. 263 created

7. Repeat the MIRO process for other items on the invoice.

ocument Edit >m  Help

18

] Ca@ DHE DDhoo BE @
Enter Incoming Invoice: Company Code ARK
Show PO structure | Show worklist | [Fi} | Hold | [ Simulate ‘ Messages Help
Transaction Invoice [ ©O@ Balance 0.00 USD
Basicdata | Payment | Defails | Tax | Contacts | Note \endor 0100000280
|| Astas
Invoice date 02/10/2006 Reference 576230 78 M. Thinman Rd
Posting Date QO8/18/2006 EL PASO TX 79901
Amount 600.80 usp [v] Calculate tax USA
Tax amount 0.08 U1 (AP Use Tax) 2 | =i 877-897-5678-258 888-779-2929
Text Invoice #576839 Trench Coat
Paymt terms 15 Days net |:
Baseling date 02/10/2008 — Bank acct
Company Code ARK State of Arkansas Litle Rock =] i o
Purchase Order/Scheduling Agreeme.. El 4500001021 Goods/service items Jed}
Layout All information it}
ltem  |Amount Quantity 0... | [ |Purchase . [ltem |PO text Tax code |
1 EA |[] 4580001021 (16 TRENCH COAT U1 (A/P Us
2 600 . 66 2EA | [] 4500001821 28 CAMERA U1 (AP Us

Note that only the items that you have not paid for will appear when you enter
the MIRO for the purchase order. If there were any items that did not belong
to the fund, you would click to de-select them and proceed with the MIRO
process.

Use Tax Payments

At the end of each month, agencies process their monthly use tax remittances
to DF&A using the direct invoice process (transaction FB60). The monthly
remittances must be paid from the same funds, funds centers, and
commitment items as the use tax was accrued.

Exercise 2:

Complete the exercise for the U1 multiple fund invoice. Make changes as
specified in your workbook.
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What Happens When Goods Are Purchased?

The purchase requisition and purchase order do not cause AASIS to make
accounting entries in the General Ledger or Special Purpose Ledger. The
purchase requisition and purchase order do cause AASIS to record
‘commitments” in the controlling module and the FM (budget) module. This
is because government rules require us to keep up with obligations or
‘encumbrances” to our funds, but modified and full accrual accounting rules
do not recognize a transaction until the goods are actually received.

What Happens When Goods Are Received?

The MIGO transaction is used to record a receipt of goods ordered through
the AASIS purchasing process. The goods receipts and invoice receipts are
recorded through a special account called the GR/IR account. (GR=Goods
Receipt; IR=Invoice Receipt) As soon as the end user hits the save button on
the MIGO transaction, AASIS records the following accounting transaction:

The expense or asset account is debited
The GR/IR liability account is credited

The amount of the debits and credits are the dollar value of the quantity of
goods received. The unit dollar value comes from the purchase order. The
quantity received comes from the goods receipt.

Example: Agency orders 10 boxes of pencils at $5.00 per box. All 10 boxes
are received. Office Supplies Expense is debited for $50.00 and GR/IR is
credited for $50.00.

Office Supplies Expense GRI/IR
50 50

Example 2: Same as above except only 5 boxes of pencils are received out of
the 10 ordered. Office Supplies Expense is debited for $25.00 and GR/IR is
credited for $25.00.

Office Supplies Expense GR/IR
25 25
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What Happens When the Invoice Is Entered?

The MIRO transaction is used to record the invoice for goods ordered through
the AASIS purchasing process. As soon as the end user hits the save button
on the MIRO transaction, AASIS makes the following accounting entries:

The GR/IR account is debited
The vendor account is credited

The vendor account credit “rolls up” to the Vendor Accounts Payable Account,
which aggregates all of the vendor accounts.

The amount of the debit to the GR/IR account is the dollar value of the
quantity of goods invoiced. The amount of the credit to the vendor is the
amount to be paid to the vendor. Any differences between the amount to be
paid to the vendor and the debit to the GR/IR are debited or credited to the
expense or asset account of the item being invoiced.

Example: Agency enters invoice for the 10 boxes of pencils in the earlier
example. GR/IR is debited for $50.00 and the vendor account/Vendor
Accounts Payable is credited for $50.00.

GR/IR Vendor AP
50 50 50

Example 2: Same as above except the invoice included unplanned shipping
costs of $8.00. GRJ/IR is debited for $50.00, the vendor account/Vendor
Accounts Payable is credited for $58.00, and Office Supplies Expense is
debited for the additional $8.00 to balance the transaction.

GR/IR Office Supplies Expense Vendor AP
50 50 50 58
8

What about Sales Tax?

Sales tax is included in the amount debited to the expense or asset and
credited to the vendor account/ Vendor Accounts Payable Account. It will be
included in the amount processed through the GR/IR.

Example: Agency orders 10 boxes of pencils @ $5.00 per box. Upon
entering the purchase order, the sales tax of 7.5% was recognized. (User
entered tax code P1 on purchase order.)
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At goods receipt:
Office Supplies Expense is debited for $53.75
GR/IR account is credited for $53.75
Office Supplies Expense GR/IR

53.75 93.75

At invoice receipt:
GR/IR account is debited for $53.75
Vendor account/Vendor Accounts Payable is credited for $53.75

GR/IR Vendor AP
53.75 53.75

What about Use Tax?

Like sales tax, use tax is processed through the GR/IR. However, since use
tax is not remitted to the vendor, the credit goes to a Use Tax Payable
account, which is cleared monthly by a payment to Department of Finance

and Administration.

Example: Agency orders 10 boxes of pencils @ $5.00 each from an out-of-
state vendor which does not collect sales tax. The use tax was anticipated at
the entry of the purchase order. (User entered tax code U1 on the purchase

order.)

At goods receipt:

Office Supplies Expense is debited for $53.75
GR/IR is credited for $53.75

Office Supplies Expense GR/IR
53.75 53.75
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At invoice receipt:
GRI/IR is debited for $53.75
Use Tax Payable is credited for $3.75

Vendor account/Vendor Accounts Payable is credited for $50.00

GR/IR Use Tax Payable Vendor AP
53.75 | 53.75 3.75 50
What about Payment?

When payment is made, the vendor account/Vendor Accounts Payable is
debited and the paying account (treasury cash or cash fund) is credited.

Example: Payment is made to vendor including sales tax:
Vendor account/Vendor Accounts Payable is debited for $53.75
Cash is credited for $53.75

Vendor AP Cash
53.75 | 53.75 53.75
Existing
Balance

Example 2: Payment is made to vendor with use tax:

Vendor account/Vendor Accounts Payable is debited for $50.00
Cash is credited for $50.00
Vendor AP Cash

50 | 5 50
Existing
Balance
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At month end, payment is made to DFA for use tax:
Use tax payable is debited for $3.75
Cash is credited for $3.75

Use Tax Payable Cash

Existing

3.75 3_75<‘ 50 = Balance

3.75

What Are the Account Balances?

In a scenario where the entire amount of goods received were invoiced and
paid for, the account balances should reflect the following:

GR/IR balances should zero out.
Vendor account/Vendor Accounts Payable should zero out.

Expense or Asset account should have a balance of the value of the amount
of goods received, plus any shipping or related sales or use tax.

Cash GR/IR
XXX XX \53.75 53.75 |53.75
ffice Supplies E
Office Supplies Expense Vendor AP
93.75 53.75 | 53.75

What about Multiple Funds?

In the event that goods are invoiced from more than one fund, AASIS will sort
out the funds in the Special Purpose Ledger using the cost centers entered
on the purchase order and invoice receipt. When more than one fund is
used, the purchase orders and invoice receipts will have at least one line for
each fund containing the cost center that tells AASIS which fund to use.

Example: Agency orders 10 boxes of pencils @ $5.00 each. Agency plans to
pay for 2 boxes of pencils from cost center 123456 representing fund A and 8
boxes of pencils from cost center 456789 representing fund B. Sales tax of
7.5% was anticipated at the time of purchase order. (User entered tax code
P1 on purchase order.)

The purchase order must contain at least two lines, one for cost center
123456 and one for cost center 4567809.

The goods receipt will contain at least two lines, one for each line entered on
the purchase order.
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At goods receipt:
Office Supplies Expense in Fund A is debited for 10.75
GR/IR in Fund A is credited for 10.75
Office Supplies Expense in Fund B is debited for 43.00

GR/IR in Fund B is credited for 43.00

FUND A:
Office Supplies Expense GR/IR
10.75 10.75
FUND B:
Office Supplies Expense GR/IR
43 43

At invoice receipt:
GR/IR in Fund A is debited for 10.75

Vendor account/Vendor AP in Fund A is credited for 10.75
GR/IR in Fund B is debited for 43.00

Vendor account/Vendor AP in Fund B is credited for 43.00
FUND A:

GR/IR Vendor AP
10.7 10.7 10.75
FUND B:
GR/IR Vendor AP
43 43 43
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At payment:
Vendor account/Vendor AP in Fund A is debited for 10.75
Cash in Fund A is credited for 10.75

FUND A:
Vendor AP Cash
10.75 |10.75 10.75

Vendor account/Vendor AP in Fund B is debited for 43.00
Cash in Fund B is credited for 43.00

FUND B:
Vendor AP Cash
43 43 43

Account Balances:
GR/IR in both Fund A and Fund B zero out
Vendor/Vendor AP in both Fund A and Fund B zero out

Office Supplies Expense reflects and expense of $10.75 in Fund A and
$43.00 in Fund B.

FUND A:
Cash GR/IR
HHXXX ‘ 10.75 10.75 | 10.75
Office Supplies Expense Vendor AP
10.75 10.75 | 10.75
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FUND B:
Cash GR/IR
XXX. XX ‘ 43 43 43
Office Supplies Expense Vendor AP
43 43 43
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As discussed in the previous chapter, the GR/IR account is credited when
goods are received, setting up a liability, and debited when goods are
invoiced, clearing the liability.

This seems easy enough in theory, but in practice things can begin to get
complicated.

For example, when a goods receipt is entered, it should be followed by a
MIRO invoice, not an FB 60 invoice. An FB60 does not connect to the goods
receipt and leaves the credit balance in the GR/IR account.

When an invoice receipt is entered for a different quantity than the goods
receipt, the GR/IR will be out of balance.

If the wrong purchase order is referenced in the invoice receipt, the wrong
goods receipt will be cleared and the right goods receipt will be left in the
account.

Credit memos need to be followed up with goods returns to clear the GR/IR
and correctly account for assets and expenses.

Goods receipts and invoice receipts are constantly being entered, so it's not
always easy to tell what goods receipts are outstanding just by looking at the
GR/IR account balance.

Exercise:

You plan to return some of the items purchased in Exercise 10. The vendor
has billed you for the items you plan to keep. Enter the invoice for the items
you plan to keep.

How Can | Look Up Out-of-Balance GR/IR Entries for my Agency?

You can view the goods receipts for which the invoice receipt either does not
match or has not been entered in the List of GR/IR Balances (Transaction
MB5S).
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Selecting the Report
1. Enter the purchase organization number.

2. The output can be restricted to one document or a range of
documents. The output can also be restricted to documents created in
a specific fiscal year by entering the first PO created in that fiscal year.
Double click in the “Purchasing Document” field and select the symbol
“Greater than or equal to”.

3. The checkmark will default into the Final delivery items also. Do not
remove.

4. Click the “execute” icon to continue.

NOTE: You can run the report ME2N to locate the first PO number created in
the fiscal year for your business area. Run it by PO document date.

. A0 CEO DHB ODLD BEER @m
List of GR/IR Balances

O 4 |

Database selections
Vendor to
Purch. Organization 8718 to
Purchasing group 1 to
Material to

Purchasing Document 2 F 4500000982 to 4SDDBBDQQ?|@]

[tern fo

Final delivery iterns also
3
Display options

Layout
[] Cleared items too

olofolelolo]
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Viewing the Report

The list shows purchase orders where Goods Receipt (GR) quantities and
Invoice Receipt (IR) quantities do not balance.

You can view the Purchasing Organization, Purchasing Group, Vendor,
Purchasing Document Number, Item Number, Received Quantity, Quantity
Invoiced (the IR quantity and amount will be zero if no invoice receipt was
posted for items received), Unit of Measure, GR Value, Invoice Amount, and
Currency.

This information can be used to determine if errors have occurred in posting
goods receipts and/or invoice receipts or to determine open purchase orders
where goods receipts have been posted and agencies are still awaiting the
vendor invoice.

You may double click on any PO line to drill into the PO display transaction to
view purchase order history associated with that line.

List Edit Goto Seftings Ernwironment Sy
& g H @@ DHE DDoo FEE @
List of GR/IR Balances

AN |FFEH | &aF RHEH 2% A
POrg PGr Yendaor
Purch.Doc. Item Fr. wendor Received guantity Quantity invoiced OUn GR walue Invoice amount LC Crcy
0710 OO 108000081 HIN i
4500800890 10 2 A EA 76.3 The 0_'“” down dlsplay
4500000906 14 2 o EA 76.31 for this out-of balance
0710 COE 180800082 item follows.
4500800910 10 200 A E& 107.5
0710 COO 100000083
4500800857 10 20 A EA .50 A.00 USD
4500800880 10 5 10 EA& 42 46 84.93 USD
0710 CAA 100000084
4500800834 10 2 A E& 50.08 A.00 USD
0710 COO 100000085
4500800946 10 20 A E& 64.50 0.0 USD
0710 COO 100000086
4500000951 10 1 o EA 19888 0.00 USD
450000097 4 10 1 A ES 86.00 A.00 USD
0710 COO 100000090
4500800852 10 156.00 0.00 ZLS 169. 26 A.00 USD
4500A00965 10 55.00 0.08 ZLS 59.6% 0.00 USD
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A goods receipt was entered for 5, followed by an invoice receipt for 10.
(AASIS blocked the document, but the end user released it.)

List Edit Goto Views Environment System  Help

& 20 H I @@ SHE HDon EHE
Order History for Purchase Order 4500000880 item 000710

'@J Crder price unit | Blocked stock | GRYR assignment

Cat.|Doc. no. Itm |MwT|Pstg.dt. Ity .in OUn Walue in local curr
GR RERORORE3T |EEAT | 11| BF 31 /06 5 EA ¥ .63 UsD
Total wvariances through IR 4.83 UsD
Total goods receipts 5 ER 42 46 UsD
IR-L| 233 |oaa1|  |os/04/06 10 ERA 84.93 USD
Total invoices 18 EA 24 .93 USD

95



Accounts Payable
Basics — Logistics
Invoice Verification
Process

Chapter 11
Viewing the Documents



Accounts Payable Basics—Logistics Invoice Verification Process
Chapter 11 Viewing the Documents

In this chapter, we will view the postings from the MIRO transactions that we
entered and how they affect the various modules of AASIS, discussed in
Chapter 3.

How Do | View the MM Document?

You can display your document and drill down to view the postings in
transaction MIR4.

In this example, you wish to view the invoice verification and follow-on
documents resulting from the following invoice:

Cushy Tushy Office Furniture
900 W. Ergonomic Ave.
Ashville, NC 28801

INVOICE

Invoice Number: 576839
Your Purchase Order: 4500000833
Invoice Date: 6/28/2006

2 Executive Style DesKS...ccccrrmrmmmanasasnsnsnsnananns $200.00
2 Executive Style Chairs...ccccesramsmmnmssmnnsnsnnssnansnnnns 100.00

] 1T o T 15.00
SalesS TaAX.wcrararsmsmsnsnsnmnsnnnnnsnsnsnsnsnsnsnnnsnsnsnsnsnsnnnnnnnns 23.63
TOtalimieereernernarnarnasnasnnsnasnssnsnnssnssnnsnnsnnsnnsnnsnnsnnnnnss $338.63

Use the following steps to view the documents;

1. Open transaction MIR4.
Menu Edit Favorites Esras  Systern  Help

@ A ECIEL

SAP Easy Access AASIS MENU

B® 5| |

| Favarites
< {23 GAP menu
b (1 office
= 4 Logistics
=2 A Materials Management
P (3 Purchasing
b ([ Inventary Management
= {3 Invaice Yerlfication
> [ Invaice Verification

= {3 Logistics Invoice Verlfication
b [ Document Entry 1
< {4 Further Processing
@ MIR4 - Display Invoice Docuffient

2 MREM - Cancel Invaice Dacurrent
2 MRER - Release Blocked Invoices
) MIRE - Invoice Overviaw

2 MRA0 - Output Messages
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2. Enter the MM document number. This is the number you saw at the
bottom of your screen when you created the MIRO.

3. Click the Display doc. button.

alda B

Dispiay Invoice Document

, 3

Display doc.
gy Display |2—
Invaice doc. number 2589 %_
Fiscal Year 20a7

4. AASIS displays the invoice Basic Data tab. View the amount, the tax
code, the invoice and posting dates and reference field. Click the
Payment tab to view more information.

Invoice document  Edit Goto 3

BlaH @@ SHE ODLAS BRI @

Dispiay Invoice Document 259 2007

Show PO structure Follow-on documents
| —

Transaction Invoice

4

258

2007

Basicdata | Payment |~ Details || Tax | Contacts | Mote | Yendor 0100000120
- Cushy Tushy Office Furniture
Invoice date 0g/64/ 2006 Reference 576839 Q00 WY, Ergonomic Avenue
Posting Date 68704/ 2006 ASHEWILLE NC 28801
Amount 338 .63 usp v| Calculate tax USA
Tax amaunt 23 .63 P1 {Accounts Payable 5. B @ 888-665-0132-128 888-665-1232
Text
Paymt terms Due immediately |:
Baseline date 08/04/2006 I | Bank acct 12354657
Company Code ARK State of Atkansas Little Rock % Ragstoriches Bank of Arkansas i o
Layout All information g
[ |item |amaount Quantity 0... |G |Purchase ... |itern |PO text Taxcode |
| ilj 200 .00 2E8 4500080951 10 Desk Executive Style P11 (Account
| 2| 100.00 2E8 4500080951 20 Chair Executive F1 (.ﬂ.ccountﬂ
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View the payment terms. Payment will be made immediately (see Due on
date and document date).

The payment block field indicates free for payment, meaning that there are no
payment blocks.

Invoice document  Edit Goto 8

7] BAHICEa SHE DDo0 BRE @
82| Display invoice Document 5
Show PO structure | Follow-on documents
Transaction Invoice &l 259 2007
Basicdata ' Payment | Defails | Tax | Confacts | Mote | Wendor 0100000120
Cushy Tushy Office Furniture
BaselineDt 08/04/2006 Pmntterms 0 Days 0.000 900 W, Ergonormic Avenue
Due an B8/04/2006 B Days 0.000 ASHEVILLE NC 28801
Discount 0.00 UsD 0 Daysnet ISA
Fixed 888-565-0132-128 888-665-1232

PmtMethod W Pmnt Meth. Sup. Fmnt block Free for payment &l
Ine.ref.
Part. bank House bank TREAS Bank acct 12354657

Payment Ref, Ragstoriches Bank of Arkansas i o

Layout All infarmation =

| |tten  [amount Quantity 0. L& |Purchase .. |ltern PO text Taxcode |
| 1 200.00 2EA 4500000981 10 Desk Executive Style F1 (Account
| 2 100.00 2EA 4500000981 20 Chair Executive F1 (Account

How Do | View the Accounting Document?

5. To see the other postings that were created in AASIS when you
entered the MIRO, click the Follow-on documents button.

6. A list of documents displays. Double-click the accounting document to
display it. (Note: This takes you to the FB03 transaction. You could
also enter FBO3 in the command field to get there.)

List of Diocuments in Accounting

Documents in Accounting 6 |

Chject type text Dioc.

Accounting document 0051000168
Spec. purpose ledger 1000088806
Contralling Dacument 0100087705
Funds Management doc 1000085181

& original document | B 38
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The accounting document shows the posting to the general ledger. You can
see the debit to the GR/IR account, the credit to the vendor accounts payable
account and use tax accruals (if any) for each line item. Note that the
accounting document number is different from the number that you used to
display the document in MM.

7. To view line items, click the first line of the document (vendor line).

Document  Edit Goto  Settings  Extras  Environment 5

V] aldH @@ BRE DL BE @M

Document Overview - Display
Gz 44 »rPMETEE B @ chose [@ save TF B B H Tt [H [

Doc.type : RE ( Invoice receipt ) Normal document

Doc. Number 510068170 Company code ARK Fiscal year 2087
Doc. date o0g/04/2008 Posting date O08/04/2006 Perdiod [2
Calculate Tax [«

Ref.doc. 576839

Doc.currency ush

Itm|PK| Account Account short text |Bus.ﬂ.|Fur| 7 Amount |Cost Cir|Order Funds |Text Assignment
1131100000120 |Cushy Tus 338.63- HO5100E1 FH20E7
2|86) 2111001000 |GRIR Clearing 215.00 |417e00 396 4500000981 00810
3|81 5090030000 | 0ther Comm Mat Supp [OF10(PWP2O00 10.75 (417008 896 HoeE417oae
4186) 211160010008 |6GRIR Clearing O710|PWRPZOG0 107.50 |417000 896 4500000981 0OB2E
5181|5090030000 | 0ther Comm Mat Supp [OF10(PWP2ZOO0 5.38 (417000 896 2]c]a]=EN brgjele]

8. View the information on the vendor line. When you are finished, click
the down arrow to view the next line.

Document  Edit Goto  Ex nyironment  System  H

& B B S DHE ST O0IER@
sp.lay Document: Line item 001
w2

v a @ & More data Withholding tax data

§_\_.f_gn_d_9_r_g 100000120 Cushy Tushy Office Furniture GIL A
Company Code LRK 300 W. Ergonomic Avenue Payment
State of Arkansas ASHEVILLE Do
mount
Line ltem 1 7 lnvaice § 31 a Ou
Payment Arnaunt 338.63 =0 |
terms Taix code F1
Wiax base o.aa UsSD  Wiaxexempt 338.63 W.Tax Code 0O
| Additional details ; ;
_Area 8710 Wlthh0|dlng
; Disc 338.53 USD  Disc amount  0.00 USD Tax
Baseline Date ax code
Payt terms naeE Daysipercent O OO0 %A@ 0.000 %0
I_—— ] 08/04 /2006 Fixed
Pmnt block Invoice ref. ! L]
Payl 7
L— ethod W Pmt meth.supl.
Payment Payment Ref.
Azsignment 00510001702007
block z
Text %, Long Text
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9. View the GRI/IR Clearing Account Posting. When you are finished,

click the down arrow to view the next line.

Document  Edit

Environment  System Help

HICaQ DHEIDDOD EERE &

Disp%[)gcument: Line ltem 002

Account Number

‘?qﬁq‘gv A {3 & Moredala /
TG AREAURE: 2111001000 m
Company Code ARK State of Arkansas
Doc. no. 51000170
Amount [ Line Hem 2 [ GRIR dehit/ 86
215 .66 usD
Taxcode P1
Jurisdict. Code 0411963201

Purchase Order

Additional Account Assignments

Number d

I Y A—

ent

Furchasing Doc.
Assighment
Text

Business Area a71a

FWP2EED

450000098100

T, Long text

Assignment
Number

This line is the expense posting for the delivery cost, which was added at the
point of invoice. If no extra cost was added, this line wouldn’t be there.

10.Click the header button to view the header information.

G CHBISOL8 AR @

Display Dogzerfent: Line item 003

Y 2w A & 2 Moredata

Company Code

5090830000 Other Commodities Materials & Supplies
ARK  State of Arkansas

Doc. o, 51800170

Arnount
Taxcode
Jurisdict. Code

Line ltem 3/ Costs /81

10.75
F1
b411903201

usD

Additional Account Assignments

Caost Center
Fund
WBE Elerment

Assignrent
Text

Purchasing Doc.

417000
FUF200B0

Business Area o071

Order

A5000AE981 10
0000417000

S, Longtext
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11.The header displays information on who posted the document and
when it was posted. Close the header when finished viewing.

Cardpo.

S7EE3Y _EIB."DMEDEIE

_EIB."DMEDEIE

HOOEAEA25920087 _DBBE1DF‘EE

B304/ 2006

(2 —

12.Click the back button to return to the document selection.

Dispiay Document: Line Jtem 003

VE L a8 vorecata

_5999939999
51008170
Line ltem 37 Casts /81
Amount 10.75 ugD
Taxcode F1

Jurisdict. Code o411903201

Additional Account Assignments ,

Cost Center 417000 Business Area o7g
Fund PUP20BO Qrder
WHS Elerment
[ wore |
Purchasing Doc 4580000981 10
Assighment 0000417000
Text % Longfex |
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How Do | View the SPL Document?

13.Double-click the SPL document to view the special purpose ledger
posting.

List of Documents in Accounting

Documents in Accounting

Chject type text Doc. Bumber

Accounting document N051000168 /J 13
Spec. purpose ledger 1000035806 ——
Caontrolling Docurment 01000877045

Funds Management doc 1000085181

@ original docurment B 38

The SPL document contains a header (highlighted in orange) and multiple
line postings (highlighted in blue). The first column contains the document
number and line item.

The second column contains the period and account number. Note that the
account numbers in the SPL are the same as the GL accounts discussed
earlier—The GR/IR account, the Expense accounts, the Tax accrual accounts
(if any), etc.

The next columns contain the business transaction codes, business area,
cost centers, functional area, fund, funds center, fund type, commitment item,
and partner account.

14. Scroll over to view more information.

& || BdH @@@  DHE Hnoan EE @D

Display FI-SL lecal actual single docs
& ¥ 8% @ T 8 ]

There isfare 0881 document(s) with OOOES Tine items

DocumentNo D Period Year CoCd R Ver Ld RefDocumnt D Postg Date Yalue date Entry date Time User name

LnItm Item Account Tran Bush Cost Ctr Func. Area Fund Order WBS Elem. StatkF Funds Ctr F. type Cmmt item L
1000088806 5 1 2007 ARK O 1 £1 262 W A7 252006 OF/25/2006 OF/25/2006 13:58:09 CSYOLLMAN

jelajeleley] 2110001000 RMRP 0610 HSCE1 81 GENER 210:008: 6008
goooaz 1 2111001000 RMRP 0610 383201 ADHN HSCE1 81 272 GENER 502:008:682
elajelelake] 1 5090030000 RMRP 0610 383201 ADHN HSCE1 81 272 GENER 502:008:682
oooon4 2 2111001000 RMRP 0610 383201 ADHN HSCE1 81 272 GENER 502:008:682
ooooas 2 5090030000 RMRP 0610 383201 ADHN HSCE1 81 272 GENER 502:008:682

* Total J 14

| L e by esbede | Mz N

iy Ii<IEII_
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Other information contained in this document includes debit or credit
information, amount, and currency.

15. Click the back button to continue.

List Edit Goto

naoan | EE @

Display FI-SL local actual single docs
N a&F B E% BT B H P

There is
Documen
LnItm gSystem PaCC Part. accnt SBA Send. CCtr PFAr Fund Order WBS Elem. 5tatKF DfC Trans.cur. Crcy Co.cd.curr Croy2 Quantity Bln AddOty Text

10000888
noaoet 2110001000 H 338.63- USD 338.63- USD
nopoez 5 215.08  USD 215.08  USD
nEEoe3 5 10.75 UsD 10.75 UsSD
nopoo4 5 107 .58 USD 107 .58 USD
Lalejlojels g 5.38 USD 5.38 USD

* Total
o.@a  UsSD 0.oa  UsD

How Do | View the Controlling Document?
16. Double-click the Controlling Document to continue:

Note: There will only be a follow-on controlling document available if you
make a change in the MIRO from the MIGO, such as changing sales tax or
shipping costs.

List of Documents in Accounting

Documents in Accounting

Chiject type text [ s =1 §
Accounting document na 16 a
Spec. purpose ledger 1I2Iu]/mm5
Caontralling Document 01 0BT 705
Funds Management doc 1000085181

& Criginal document I3 3
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17.Click to expand the controlling document.

List Edit Goto Sefings Extras Environment Systern  Help

& B0 H e@Ea SHE Onon HE @m

Display Actual Cost Documents
& Document | & Master Record @|§|$|E. 'ﬁ'l@fﬁﬁ| = | ﬁEﬂ| (it

Layout 1548P Primary cost posting
rency uso ush
DocumentNo Doc. Date Document Header Text RT RefDocNo User Rev RvD
PRw 0Ty Object CO object name Cost Elem. Cost element name Value
B 100087705 07 /25/2006 R 262 CSYOLLMAN

The controlling document displays cost center number and name, cost
element number and name, internal order and WBS element (if any). It also
displays the value and quantity.

Note: The cost element is the same as the GL code.

Note: You may wonder why the controlling document only picked up the tax,
and not the value of the goods paid for. This is because the controlling
document for the value of the goods was a follow on document to the goods
receipt, rather than the invoice receipt, which is what we are viewing.

18. Scroll over to view more information.

Extras Environment  Systern  Help

2 dH eEQ DHE OTLH8 BARE @

Display Actual Cost Documents
&) Document | & Masterrecord | | G B | & F | HE & | B | TR &

List Edit Goto Settings

Layaout 158F Primary cost posting
Clarea currency UsD UsD
&y DocumentMo Doc. Date Document Header Text RT RefbochNo  User Rev RvD
FRw 0Ty Object CO object name Cost Elem. Cost element name Walue COCurr Total guantity FU
= 100887705 O7F/25/2006 R 262 CSYOLLMAN
1 CTR 3832 DF& 5090030000 Other Comm Mat Supp o E&
2 CTR 3832 DF& 5090030000 Other Comm Mat Supp 1 Eg o E&
- .
[l 4 [0

| b [ETR (1) (512 Il sapeqs | INS 7
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The Posted Unit of Measure, the cost object type (K for cost center) and the
offsetting account (in this case, the account number of the vendor who is
collecting this sales tax).

19. Click the back button to continue.

st Edit Goto Sefings Exras Environment 5
2l B €
[a] Display Actual Cost Documents

Document | & Master Record @l@ ?l& ?|@ﬁﬁ| E| @| (o]

s s % s R e R/

ut 15AP Primary cost posting
23 CUrrEency UsD usD
Docute Document Header Text RT Refhocho User Rey RvD
PRw CO ohject name Cost Elem. Cost element name Yalue COCurr Total guantity PUM O Offst.acct
1000006 R 262 CSYWOLLMAN
1 DF A 5090030000 Other Comm Mat Supp 10.75 0 ER K 100000120
2 DFA 5090030000 Other Comm Mat Supp 5.38 0 EA K 100000120

How Do | View the FM Document?

20.Double-click the Funds Management Document to continue.

List of Documents in Accounting

Documents in Accounting

Ohject tvpe text Dac. Mumber
Accounting document 00510001 20
Spec. purpose ledger 1DDDDBBBDE1
Cantralling Document o1oo0a770e
Funds Management doc 10000845181

& original docurment | = 3
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The posting to funds management recorded an invoice commitment to the
fund, funds center and commitment item for both the amount of the goods
being paid and the sales tax.

Information contained in this document also includes the currency, ledger,
year, FM posting date, Item number, and amount type.

JTH Qe BRAK D000 HE @m

Display FM Document: Overview

FE|&F B |G EEE TS EEE B

FM Doc.Mo.  “*itm|Fund Funds Gt Crmt item| StatInd. |FMAG | FMAG Amnt|Ledger vear| Per|F psty d. *[FI doc.nao. | itm|value type|Amt tp
1000085181 1|HsCE10 272 502:00:02 ED) 215.00 |Payment Budget| 2007 1(07/25/2006 [51000168| 2 |[Invoices |Original
2|HSCEI01 272 502:00:02 UsD 10.75 1] 51000168| 3|Invoices |Onginal
3|HSCETOT 272 502:00:02 UsD 107.50 1] 51000168| 4 |Inwoices |Onginal
4|HSCEI0 272 502:00:02 ED) 5.38 1] 51000168 | &|Invoices | Original
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How Is Budget Taken in the Logistics Process?

A budget commitment is recorded at the point of purchase requisition (or
purchase order if no requisition is entered). The amount of commitment is the
quantity ordered multiplied by the expected price. If shipping and taxes are

anticipated when entering the purchasing document, these items will also be

committed.

What Is a Budget Commitment?

A commitment is an encumbrance to your budget and is recorded by fund,
funds center, commitment item, and functional area. Basically, that means
that the budget is held up and you can’t spend it for anything else until the

commitment is released.
Example:

Before entering the Purchase Order, the Available Budget Report shows

commitments of O:

el Y % |

FHM acct asst Adj. Appr. Commitm

Displayed in 1 USD 1 USD
= ARK [HGAR1QE Jegon JEXPENDITURES g.o o.eo
oL= BRK /HGAB10E /409 /EXPENDITURES g.oa Q.eo
3 b= ARK /HGAZ10E 14804 /EXPENDITURES g.oa o.eo
& L~ ARK /HGAR10E /4804 /MAINT -OPERATIONS g.oa o.oo
& L+ ARK /HGAG100 14894 15020002 55,555.00 000
#*+ Total 55,555 .00 o.eo

Your agency enters a purchase order for 5 cases of pencils at $6.00 each,

with a tax code of P1 and expected tax rate of 7.5%.

Goto  Environment m Help

1R QEe CHE Anon BE @®

Standard PO 4500000831 Created by Colleen Vollman

Document overiew on | [0 %= Eﬁl (2 Printpreview = Messages Personal setting

Standard PO E | 4500000831 | Vendor 100000270 Firm Direct Doc. date 06/29/2008 %
A |l |Material Short text POWO... C|Deliv. date  [Net price ———Cur... |Fer E
K | 10108243 PENCIL, mechancial, 0... & 5(CS |D|A7/17/2006 6.00UsSD D E
[
[
[0 1 J[41[]
[ 5 e PN =
(=] tem [10]110100243, PENCIL, mechancial, 05mm @ | |a|w|
Material data | Quantitiesiweights | Deliveryschedule | Delivery ~ Invoice | Conditions | Accountassi. l|| [ [»]
Jurisdict. Code ET1903201
A OD RAasaA N
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A commitment will be recorded in the fund, funds center, operating expense
commitment item and functional area for $32.25 (5 cases of pencils times
$6.00 per box plus a $2.25 sales tax). The $32.25 is subtracted from your

available budget.

FM acct asst Adj . Appr. Commitm
Displayed in 1 USD 1 USD
g= ARK [HGAR1G0Q /o908 /EXPENDITURES o.oe 32.25
'-}l—- ARK [HGAB1RO /488 /EXPENDITURES .00 32.25
3 L= ARK /HGAR1AA /4004 {EXPENDITURES a.60 32.25
L- ARK [FHGAR1EE /4994 fMAINT-0PERATIONS Q.00 32.258
] L+ ARK /HGAD100 /4804 f502:00:02 55,555.00 32.25
4 Total 55,555 00 32.25
The line item for the above commitment is as follows:
Commitment/Actual Line Items by Document Number
06/29/2006 09:52:53
RefDocNo | itern | Curr. = Commt bdgt|z Pymt Bdgt| Text FIA |Fund Funds ctr)Cmmt itern | Stat.ind.
4500000831 10|UsD 32.25 |[PENCIL, mechancial, 0.5mm (ARK |HGAD100 [4994 502:00:02
uso " 32.25

There is no change to the budget when a goods receipt is entered.
What Happens to the Commitment when the Invoice Is Entered?

If the invoice is entered for the same quantity and price, and the sales tax and
shipping are the same as recorded in the purchase order, you won’t notice a
difference in the total budget commitment at invoice entry. You will see a
difference in the line items as AASIS will convert the commitment from a
commitment from a purchase order to a commitment from an invoice.

Example:

You enter a MIRO document for the 5 boxes of pencils in the previous
example. The invoice is for a quantity of 5 at a price of $6.00 each and $2.25
in sales tax. Your commitment to the budget is still $32.25, only now it will be
listed in the line items as an invoice commitment rather than a purchase order
commitment.
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Example 2:

Same as above, only the vendor added $3.00 in shipping costs. An additional
$3.23 invoice commitment will be added to the fund, funds center,
commitment item and functional area. (The commitment is now $35.48
($32.25+%$3.00 shipping +$0.23 tax on the shipping.)

Enter Incoming Invoice: Company Code ARK

| Show PO structure || Show worklist | | | | Hold ||E Simulalel | | Messages ||ﬂ Help|

Firm Direct
Unpl. Del. Csts 3.00 22 Sugar Plum Lane
Currency uso Exch. Rate 100008 CHARLESTOM SC 29424
Doc. Type Invoice receipt & Inv. Party 180800276 USA

Bus. Area go0e B00-666-7766-999 B800-666-7767
Assignment GiL 2110001000 %
Header Text
Plg level AP Planning Day ©7/14/2008 Bank acct
[

Goods/sernvice items

Purchase Order/Scheduling Agreeme.. @ | | 4500000831 || =)

All information

The MIRO document above changed the budget commitment as follows:

1
Facctasst | Adj. Appr. Commi tm
Displayed in 1 UsD 1 UsD
0= ARK [HGAB1BO /G300 /EXPENDITURES 968 35.48
ol-+ ARK /HGAB189 /439 JEXPENDITURES 9 .60 35.48
> Total 55,555.60 35.48

The line items for this commitment are as follows:

RefDocho | ltemn | Val type text Amount type = Pyt Bdgt| Text Fund Funds ct
51000162 2 |Invoices Original 3225 HGAD100  [4994
3 Original 323 HGAD100  [4994
4500000831 10 (Purchase Orders |Criginal 3225 |[PEMCIL, mechancial, 0.5mm [HGAD100 |4984
Reduction 3545 |PEMCIL, mechancial, 0.5mm [HGAD100 |4994
Adjustment by Follow-on Document 3.23 |PEMNCIL, mechancial, 0.5mm |HGAD100 |4994
. 3548
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What If the Invoice Is Less than the Purchase Order?

If the invoice is less than the purchase order, you can relieve the commitment
by clicking the final invoice box on each line of the MIRO document.

Caution: Do not check the final invoice box until the last invoice has
been received for that line item.

Example:

Same as above, only the vendor reduced the price on the pencils to $5.00 per
case. The amount of the commitment is now $30.10 (25.00 for the pencils +
$3.00 shipping + 2.10 tax.) The MIRO is entered, using the new line item
amount. Clicking the final invoice box for the line item reduces the
commitment from 35.48 to 30.10.

Goto Help

pa eae@ D00 anoan BE @

Invoice document System

Edit

Enter Incoming Invoice: Company Code ARK

Show PO structure | Show worklist | 0 | Hold P& Simulate | Messages Help
Transaction Invoice =] Balance b.ea USD %
-
Basic data k Payment k Details k Tax k Contacts k Mote Vendor 0100000270
| Firm Direct [
Invoice date BE/29/2006 Reference 124578 22 Sugar Plum Lane
Posting Date BE/29/2006 CHARLESTOMN SC 29424
Amount 30.10 Uso [w] Calculate tax USA
Tax amount 218 P1 (Accounts Payable 5. B . 200-F6F-7TRE-000 200-6F6-TTRT
Text
Paymt terms 15 Days net [
Baseline date BE6/29/2006 Bank acct
Company Code ARK State of Arkansas Little Rock %
Final [
Furchase Order’Scheduling Agreeme . E 4500000831 Invoice Condelesnics Bams
> Scroll over to locate  jtion
| |Bill of lading Del. Note Qty D... In... [Fi...|3#7Co... |U... \vendor Final Invoice box. |Material ...
8.000 FOE S _ 61500
L— | | [4]
il [ 1 [[~]
[ B[]

(D]
|

[ |MIRO M5l | sapegs OVR
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After posting the MIRO document with the Final Invoice box checked, the
budget commitment is reduced as follows:

FM acct asst Adj . Appr. Commitm
Displayed in 1 USD 1 USD
4= ARK [HGAG100 peielele) fEXPENDITURES B.ae .18
9= ARK /HGAB100 1409 /EXPENDITURES g ae 3918

- ARK /HGAR1A0 /4004 /EXPENDITURES b.ae 3010
L+ ARK /HGAO100 /4994 fMAINT-0OPERATIONS B.ae 3g.1e
+» Total £5,555.00 3|18

The line items reflect the reduction. The “Adjustment by Follow-on
Document” line nets the additional shipping cost, price reduction, and sales

tax.

Commitment/Actual Line ltems by Document Number

06/29/2006 10:34:04 ﬂ
RefDochlo “|“ltem|valtype test  *|Amounttype Curr.|z Pymt Bdgt| Text Fund Fund
151000175 2|Invoices QOriginal uso 3225 HGAD100 {4994

3 Criginal UsD 215 HGAD100  |40994
4500000831 10 |Furchase Orders | Original uso 32.25 |PENCIL, mechancial, 0.7mm |HGAD100  |49084
Reduction usp 30.10-|PEMNCIL, mechancial, 0.¥ymm |HGAD100 |499A
Adjustment by Follow-on Document |USD 215 |PENCIL, mechancial, 0.7mm |HGAD100 (4994
UsD = 30.10

Tips for Using the Final Invoice Check Box

Remember to only use the final invoice check box when the last item has
been received for the line. Clicking the box relieves the commitment and
opens up the budget for other use. If you had to make another payment on
this line item, the budget may be taken!

Remember that the final invoice box only affects the line item checked and
not other line items on the invoice. If you wish to relieve commitments on
other lines of the invoice, you will have to check them separately.

The final invoice check box only affects budget and does not affect the GR/IR
account.
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The posted invoice will remain open until it is included in the payment run.
The Payment Program runs Sunday through Thursday at 8:00 p.m., and the
FMFO program runs later to change the commitment to an expense in FM.

How Is Payment Reflected in AASIS?

At the point of payment, the vendor accounts payable account will be debited
and the cash account paying the invoice will be credited.

Document  Edit Goto

Document Overview - Display

2 WA P NETFEF S @[ choose | [& save | T B o Tax data ﬁ Accounting
Document for

boc.type @ ZP { Payment posting ) Mormal document Payment

Doc. MWumber rOpRREEET 24 Company code ARE Fiscal year 2007

Doc. date A7 26/ 2006 Fosting date O7/26¢/2006 Period o1

Calculate Tax

Doc.currency  USD

Fayment Run ID OF/26/2006 - ETR12

Itm|PE| Bccount Ahocount short text  |Bush|Fund Amount |Cost Ctr|Order |Funds |Text Bzsignment
1|26(100888120 [Cushy Tushy Office F|OG1Q GE1.13 FOEOORET 242007
2150( 1100881801 (Treasury Outgoing BE1Q GE1.13- Z0HGHTZE

The Special Purpose Ledger will account for the paying fund: the vendor
accounts payable account in the fund or funds will be debited and the cash
account paying the invoice will be credited.

List Edit Goto Sy Help
& || Bl L @Ee@ SRR D048 ERE @M
Display FiI-SL local actual single docs
play g SPL Document
@ AT F| B2 BT EHES H| IO for Payment
There islare BO61 document(s) with Q003 line items <;\\\\j
Documentho [ Period Year CoCd R Wer Ld RefCocumnt D Postg Date Walue date Entry date Time Uzer name
LnItm Item Account Tran Busd Fund F. type Cmmt item Part.accnt 5BA D/C Trans.cur. Croy
1000088812 5 1 2007 ARK B 1 21 TOORQEOE124 W BF/26/2006 OF/26/2006 OF/26/2006 083736 CSWOLLMAN
2] afaz e 1 2110001000 RFBU D610 HSCE101 GEWER  210:00:00 21160001000 5 322.50 USD
o] afae e 2 2110001000 RFBU QD618 HSCE101 GEWER  210:00:00 2116001000 g 338.63 USD
e[ afals]ele: 3 1100001001 RFBU DE10 HSCE101 GEMER  100:00:00 H GE1.13- USD
* Total
B.oa Ush

After the payment is made, another program runs in AASIS to update the
budget. The commitments will be reduced and the expenditures will be
increased for the amount of the payment in the fund, funds center,
commitment item and functional area.
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The payment run will automatically clear the vendor account for the invoices
that were paid

List Edit

as Environment &

RIS

SHE B fhaa|

A vendor

Vendor Line Item Display

4P| s 2 22

EGEEIE I GIE

Account before
payment run

Status: B open £y Parked @ Cleared
Due date: Overdue £y Due <@ Not due
Vendor 100000256
Company Code ARK
Name Pedal Sweat of Oklahoma
City TULSA
St |Assignment DocumentNo [ Type Doc. .Date [5|DD|{Amount in Tocal cur. [LCurr|Clrng doc.|Tex
i B (227683 51000176 |RE 06/29/2006| | 2,026.38- |UsD
= | 2,026.38- (UsSD
** Account 100000256 2,026.38-[USD

List Edit Goto Extras

B dH eae SHE DL BE @0

Vendor Line Item Display

4 4 » 2| s 2 EE

BHEE e B S

Status: B open
Due date: Overdue
Vendor

Company Code

£ Parked

Ly Due

100000256
ARK

@ Cleared

<@ Not due

A vendor
Account after
payment run

T

Name Pedal Sweat of Oklahoma
City TULSA
St|Assignment DocumentNo| Type Doc..Date |S|DD|Amount in local cur. [LCurr|Cirng doc.
i @ | 227683 51000176 |RE B6/29/2006 2,026.38-|USD |TOEOORE108
] @ | 700E0001082006 fopooRO1eg(ZP B6/30/2006 2,026.38 |USD |Fooooeeo1os
4 B.00 |USD

After the payment run, you can view the results in the Payment List Report,
transaction S_P99 41000099. See the AASIS Reporting Handbook for

complete details.
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How Do | Know if AASIS Paid the Invoice?
To determine if any invoices are outstanding, use report ZOPENITEMAP.
1. Enter ZOPENITEMAP in the command field. There is no menu path.

2. Enter the fiscal year and your business area. Other fields are available
to narrow the selection as desired.

3. Click the Execute button.

Edit Goto em Help

2 e 2DHE ST O8 FEE @

Erogram

ZOPENITEM_AP

&'3—

Programm §

Accounting dacument numhber to
Document type to
Document date in document o o
Pasting date in the document ta =
Accounting document entry da 2 to E
Fiscal year 2006 to E
Business area Ag10 to
Account number of vendor or @ o o
Baseline date for due date ¢ ta =
Fayrment method to E
Payment Block Key to E
Terms of payment key to
Agsignment number o o
Fund to E
User Mame to E
GIL Account Number to
Further pracessing options

()Mo further processing

() Display as table @ Interactive list

() Graphics (_WYord processing

(_ABC analysis () Spreadsheet

() Executive Info System (EIS

() Additional query functions

(_File stare

() Save with |D
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4. The report lists invoices that have been posted but not paid.

5. Scroll over to view more columns

List Edit Goto ettings ]
& laH @@ BHE aDhan BE @@
Open item list for payment run

& a9 T 2% A 8cEHTo| EE S B 4
Open item list for payment run /
Year|Yendor P Cocno. MM MNumber]  ltm|Assignment Psty date Coc. date Entry die Doc. Type| BA & Amount|Bline date FayT |RCd
2006(100000120 | 51000184 |000273 001|00510001842006 |06/30/2006 |0B/30/2006 |07i03/2006 |RE 0610 602.00 |06/30/2006 |NT15
2006 (100000133 W 51000080|000131 001 |00510000802006 |08/08/2005 |08/08/2005 |08/08/2005 |RE 0610 120.00 |08/08/2005 (MNTOO
2006 (100000273 W 51000180 (000269 001 |00510001802006 |06/30/2006 |O6F3072006  |O6f3072006  |RE 0610 596 63 (0673072006  (MT15
2006 100000273 |W 51000182 |000271 001 |00510001822006 |06/30/2006 (067302006 |0700372006 |RE 0610 2,793.50 | 0673062006 |NT15
2006 100000285 |W 51000178 |000267 001 |00510001782006 |06/30/2006 |(06/30/2006 |0BA30/2006 |RE 0610 258.00 |0BF302006  |NT15
l— = 4,370.13
| 5
| / b |ELE (3 (ai1) (g edhede 2
/
1] 1 B[<][?]
|
5
1B | @
RCd  |PmiMthSulPBK  |Fund USHAM Accho.
A HSCE101 [CEVOLLMAN 2110001000

FFBOO0D |CSYOLLMARN (2110001000
HECE101 |CSVOLLMARN | 2110001000
R HECE101 |CSVOLLMARN | 2110001000
HECE101 |CSVOLLMAN 2110001000

You can’t drill down to the document from this list, but you can get the
document number and display it in other transactions.

Why Didn’t My Invoice Pay?
Common reasons for nonpayment are:
1. Payment is not due.

AASIS will pay invoices when the date is equal to the Baseline date plus the
number of days indicated by the payment terms. If the current date is before
that, the invoice will show up on this list.

2. The Fund does not have enough cash for payment.

Cash is not checked by the system until the point of the payment run. This
will require a little research. You should compare the amount of attempted
payments from the fund to the amount of cash available. Look at a Trial
Balance (selected for periods 0 through current period for the paying fund).
Find the “Cash Available to Spend” line. Compare this amount to the amount

119



Accounts Payable Basics—Invoice Verification Process
Chapter 14 Troubleshooting Unpaid Invoices

of attempted payments. The payment run sorts and groups by vendor and
pays as many vendors as it can before it runs out of money.

3. There is a payment block on the invoice.

A payment block will be indicated in the PBlk column of the report. The block
may be a system block (indicated by R) or a manual block entered by a user
(indicated by A).

How Can | Find the Problem?

Start by using transaction MIR4 to view the MM document.

Menu  Edit Favorites Exdras

aja BICa® B@A
SAP Easy Access AASIS MENU
BE| =& |

[0 Faworitas
7 {3 B8P menu
I [ Office
= {4 Logistics
< 23 Materials Managernent
[ [ Purchasing
[ Inventory Management
= {3 Irvaice Verificatian
B [ Irwaice verification
% |3 Logistics Imoica verficatian
> 1 Document Entry
< =4 Further Processing
it MIR4 - Display Invoice Document]
) MR8M - Cancel Invoice Document
) MRER - Release Blocked Invoices
@ MIRE - Invoice Overview
2 MR0 - Outout Messanes

1. Enter the MM document number in the Invoice doc. number field. You
can get this number from the ZOPENITEMAP report in the MM
Number column.

Y € List Edit Goto Views Settings  Swysterm Help
” & BlAH I Saa L
Display Invoice Docume| 1 . .
_ Open item list for payment run
& Display doc. _I

@ a&F E| 3% QI

Openjtem list for payment run

<% [ T @&

Invoice dac. number

Fiscal Year 2006 \

Year|Vendar Pi—_ Doc.no. hbd Mumber,  tm|Ass
2006100000120 W 51000T44 [000273 nod) (o0
2006 |100000133 W S10000%0 (0001 21 Qo1 (o0
2006100000273 W 510001%0 (000269 nod) (o0
2006100000273 W 21000142 (000271 Qod) (o0
2006100000285 W 51000178 (000267 o1 (oos
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2. Press the Enter key or click the Display doc. button.

Dispiay Invoice Document

&y Display docs 2
1 =
Invaice doc. numhber 271
Fiscal Year 2006

AASIS displays the invoice. You’re looking for the reason for the system
block on this payment. (The ZOPENITEMAP report had the letter R in the
payment block column.)

3. Click the Payment tab to view the block.

cument  Edit G Help
@ JHICaQ SHE ODOn BE @5
Display Invoice Document 271 2006

Show PO structure | Follov-on dacuments

Transaction Invoice i 2006
Basic data k Payrment ote | “endor 0100000273
Mavhem She Wirote

Inwoice date B6/30/2006 Reference 779 ] 57 Sugar Lane

Fosting Date B6/30/2006 BURLINGTOM VT 05403

Amount 2,793 50 UsD v| Calculate tax USA

Tax amount 193.50 P1 {Accounts Payable 5. & . 800-685-9874-458 800-625-9375

Text

Pavmtterms 15 Days net I:

Baseline date 06/30/2006 o Bank acct

Company Code  ARK State of Arkansas Little Rock = R o
Layout All infarmation ]

| litem  |amount Quantity 0... |2 Purchase ... |item [P0 text Taxcode | |

‘ 1 2 60608 528 450000084818 CAMERA P1 (Account

| |

|

The system will block an invoice for payment:

a. If the quantity on the invoice exceeds the quantity on the goods
receipt.

b. If the dollar amount of the payment exceeds the system calculated
dollar amount by $100 or 10%, whichever is less.

c. Anything over $100,000 is automatically blocked.
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“Invoice verification” is displayed in the Payment block field.
Check the dollar amount and quantity on the invoice.

6. To see if this amount agrees with the quantity on the goods receipt,
double-click the purchase order number.

Edit

Goto
BdH I CEe SHE DNnLHO BE @ oY
Display invoice Document 271 2006

Show PO structure | Follaw-an documents

Invoice document

Transaction Invoice E 271 2006

YWendor 0100000273
Mayhern She \Wrate
A7 Sugar Lane

Basicdata ~ Payment | Detalls | Tax | Contacts | Mate |

BaselineDt 06/ 30/2006 Prntterms 15 Days ©.000

Due an b7 {15/ 2006 €} Days 0O.000 BURLIMGTOM YT 054
Discount g, oa LsSD 0 Days net USA
Fixed . 800-685-9374-458
Prnt Method W Prant Meth.Sup. Pmnt block Invoice verification g
In.ref.
Part. hank House hank TREAS Bank acct
5 It Ref. 6
/ / Layout
ltermn |Amuunt Quaﬂw 0. |3 Purchasp/ ftern PO text
hJ 2 6EO.00 52EA || | 450000884010 CAMERA
|

7. Click the Purchase order history tab.

der Edit Goto Enyironment e Help
B H e CHEIDDOD FAER @
Standard PO 4500000840 Created by Colleen Vollman

Cocument overview an ‘ D s(/ ﬂl (fj Print preview  hessages Personal setting

[t | Standard FO )| 4500000248 Vendor 100000273 Mayhem She Wrote Doc. date  B5/30/2806
E Header
ES.itern A |1 |Material Short text PO guantity 0. |CDeliv. date  |Met price Curr... \Per 0. Matl group  |Pint St T
1o K 10100314 CAMERA SOEA D|DB/BT /2006 50.00USD 1 EA PHOTOGR.. Reference Plant 1
[2]
-]
[T I[[]
510 ) 5 R s 7
|| tem [10]10100314, CAMERA al |alw
Material data L Guantitieshweights k Delivery schedule L Delivery L Invoice  Conditions h Account assignment L Purchase order history h. Em
Qty 50 ER et 2,580 .08 USD
Amount Crey per U Condition value Curr. |Mum... OUn CCon..|Un  Condition value CdC,
i @hss Price 60.08 UsD 1EA 2,5680.08 UsD 1EA TER o.oe
MNet value 50.08 |UsD 1EA 2,5680.08 UsD 1EA T{EM o.oe
NAYM[Non-Deductible Tax 187.5@ USD 187.5@ UsD o o o.oe
[Tax 3.75 UsD 1EA 187.5@ UsD 1EA T{EM o.oe
Metincluding tax & 53.75 |UsD 1EA 2,687.508 USD 1EA T{EM o.oe
SKTO|Cash Discount o.e0e % 0.08 UsD o o o.oe
FreightiCustoms 0.08 USD 1EA 0.08 |UsSD 1EA TER o.08
D] I
_|_|6’Q(> Condition rec. | | Analysis
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Note that the quantity of the Invoice Receipt is greater than the quantity of the
Goods Receipt. This caused the system block.

nem [10]10100314 , CAMERA B E|E\

Quantitieshwveights | Delivery schedule | Delivery | Inwoice | Conditions | Accountassignment

EHIRE R ERERIREIERE

Tewxt™ | MyT |Material Do...| Itern|Posting Date |z Qf(ntltgr elivery cost guantity| OUn Amtin loc.cur.
GR |101 5000000787 1 |0B/30M2006 / \ 0 |EA 2,687.50
Tr.fev. Goods receipt . 50 EA = 2,687.50
IR-L|  [271 | 1[oeranizoos N 0Ea | 2,793.80
Tr./ev. Invoice receipt . .52/ EA = 2,793.50

Can | Unblock the Invoice?

In the case of a system block for quantity, you should never manually
unblock the invoice. The correct procedure is to cancel the invoice
(MR8M), clear the vendor (F-44), and enter a new invoice with the correct
quantity. If the invoice is for a greater quantity than the goods receipt, contact
the goods receipt person to determine what was actually received.

You can unblock an invoice when the block was put on manually, or is the
result of a subsequent debit that only affects the dollar amount and not the
quantity. You should understand the reason for the block and the
consequences for unblocking the invoice.

Unblocking an invoice will be discussed in detail in a later chapter.
What Changes Can | Make to a Posted Invoice?
An invoice that has been posted can have the following fields changed:
a. Withholding tax code
b. Assignment number in the line item

c. Payment terms

Use transaction FB02 to change a posted invoice.

Menu Edit Favorites

SAP Easy Access AASIS MENL
(8 ™| & | ]|

[0 Favorites
7 {3 BAP menu
I [ Office
= 3 Logistics
= {3 Materials Management
I (L1 Purchasing
B [ Inventory Management
< {3 Invoice Verification
=7 {3 Invoice Verification
b (1 Document Entry
=2 {3 Further Processing
) MR02 - Display
12 FBO2 - Change
) MRO8 - Cancel
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1. Enter the FI document number or use the document list button
(described earlier) to search. Click the green check or press the Enter
key.

Edit

Goto Miew System  Help
Bld HI&E@ !

Change Document: Initial Screen

Document

Dacurnentlist | |4 Firstitem | # Editing options

)T
o4

keys for Financial Accounting

Document Mumber 51088173
Company Code BRE
Fiscal Year 2007

2. AASIS displays the document. Double-click the line with the vendor
name.

Settings  Exras Help
2 dH e BHE Hton BE @
Document Overview - Change

Eld 4 p M ETFE2F B[ M chose [@ save TF B & E [ Tacdata [H B

Erwironment  System

Dacument  Edit  Gofo

Doc.type : RE { Invoice receipt ) Normal document

[Doc. Humber Beaa173 Company code ARK Fiscal wyear 2007

Doc. date A7 /2672006 Posting date BFfZ6/2006  Period 1

Calculate Tax ¢

Ref. dac. 299993

Doc.currency  USD

Itm|FE| Account Locount short text Z4Busﬂ Fund Amount (Cost Cir|Order Funds [Text Lssignment
1[31100008877 |Aunt Thelma's Feathe|B810 145 13- 0o510881 732007
2[86| 2111001000 |GRIR Clearing OE1E [HECE181 12900 (3832 272 450000084200010
3(581|5030005000|02-B1dy & Grds Maint|Q610|HSCE1 16.13 |3832M 272 0OEE3E3201
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3. Change the withholding tax code (a), the payment terms(b),
assignment line(c), or text(d) as desired.

4. Click the Back button to continue.

Diocument  Edit

A a8 EE @

Change Document: Line item 001

P 2w . @ & Moredata + Mext item + Previous item withholding tax

Yendar 100000077 Aunt Thelma's Feathered Friends GILAcze 2110001000
Company Code ARE 85 Avian Yway

State of Arkansas BIRMINGHAM Doc. no. 51008173

Line Item 1 Invaice f 31

Armount 145.13 UsD

Tax code P1

Wi tax hase UsD  Wiaxexempt 145.13 W.Tax Code 00 )

Additional details

Bus. Area HE10 b

Digc. hase 145.13 USD Disc.amount .00 UsSD
Paytterms NT1 Daysipercent 15 5 %
Bline date 07 /267 2006 Fixed

Frmnt hlock Invaice ref. ! !

Payiment cur.
Pt Method W Pmt meth.supl.

Paytment Ref.
Assignment 0510001732007
Test %, Long Text

If you changed the payment terms, you will see a warning message. Press
the enter key to clear this message and continue.
|

|® Terms of payment changed; Check

5. Double click the GR/IR Clearing line of the document.

Document  Edit

Goto  Seftings  Exras Help
I H  CE@ DHE HDa0 HE @
Document Overview - Change

Eld 4 p M ETFE2F B[ M chose [@ save TF B & E [ Tacdata [H B

Erwironment  System

Doc.type : RE { Invoice receipt ) Normal document

[Doc. Humber Beaa173 Company code ARK Fiscal wyear 2007
Doc. date A7 /2672006 Posting date BFfZ6/2006  Period a1
Calculate Tax ¢

Ref. dac. 299993

Doc.currency  USD

—

Itm|FE| Account Locount short text B@ 5 Amount (Cost Cir|Order Funds [Text Lssignment
1[31|100000877 |Aunt Thelma's Feaw 510 145 13- 0o510881 732007
2[86| 2111001000 |GRIR Clearing OE1E [HECE181 12900 (3832 272 450000084200010
3(581|5030005000|02-B1dy & Grds Maint|Q610|HSCE1 16.13 |3832M 272 0OEE3E3201
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Please note: The only thing that you can do in this screen is add text. Even
though the assignment line looks like it is open for entry, you should not
change the assignment line. Doing so will cause an error in the accounts.

6. Add text if desired and click the back button to continue.

Document  Edit  Goto

Extras Help

20 eEa I DHE DO BEE@

Change Document: Line ltem 002~ 6
T L w A & & Maoredata + Mext item + Prewious iterm

GIL Account 2111081000 Goods Receiptinvoice Receipt Clearing
Company Code ARK | State of Arkansas

Enwironment  Systermn

Daog. no. 51008173

Line ltem 2 GRIIR dekitf 86

Amount 129.00 UsD
Tax code P1

Jurisdict. Code 0411803201

Additional Account Assignments

Business Area [g1a
Fund HSCE101
WHE Element
Furchasing Doc. 4500000842 10
Assignment 450000024200010

Text DO MOT CHAMGE THE ASSIGNMEMT FIELD| @), Long text

7. Save the document.

Document

Edit Goto Extras Settings Environment Systern Help

IIENCGR CHE Do HE @I
Change Document: Oveﬁ 7

5 & & Taxes A& Display currency

‘Document Numnber; 51008173 Company Code ARK Fiscal Year 2006
Document Date BE/30/2006 Posting Date 06/30/2006  Period 12
Reference 5 Cross-CC no.

Currency [I=] Texts exist

Items in document currency

Itm PK BusA Acct no.  Description Tx Amount in  USD

Ba1 31 0610 100000285 Clouseau Disguise Co. P1 258 00-
0o2 86 0610 2111001000 GRIR Clearing P1 258.00

AASIS returns a message that the changes have been saved.

F@ Changes have been saved
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Changing a Document with Transaction FB09
You can also change a document one line at a time with transaction FB09.

Menu Edit Favorites Extras ystem Help

2l =€
SAP Easy Access AASIS MENU
B ™| @ |

|1 Favorites
= {3 SAP menu
b [ Office
[ [ Logistics
< 4 Accounting
2 i Financial Accounting
[ (1 General Ledger
I [ Accounts Receivable
< =3 Accounts Payable
> (I Document entry
= {23 Document
17) FBOZ - Change

1. Enter the document number, or use the document list button to display
a list of documents from which to choose.

2. Enter the line item you wish to change, or use the “only line items for”
box to narrow down your search for assets, customers, vendors, or GL
accounts.

Document Edit Goto

Change Line Items

Document list | 7 Editing options 1

Document Details
Document Number 51008184

Company Code ARK
Fiscal Year 2006
ltem Number

Line itern 1 /

Only line items for ...
[JAssets

[] Customers
[]Vendors

[] &L accounts
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AASIS displays a line from the document according to your specifications.

Edit itras  Eny ste
afa B 0 EE DO EE @
Change Line Items Line Item 001

5 2 & & Woredata Withholding tax data

Vendor 100000273 Mayhem She Wrote GlLAcc 2110001000
Company Code ARK 57 Sugar Lane

State of Arkansas BURLINGTON Doc. no. 51000180
Line Item 1/ Invoice / 31

Amount 506.63 UsD

Tax code P1

W.tax base USD  Wiaxexempt 596.63 W.Tax Code B8

Additional details

Bus. Area 0610

Disc. base 596.63 USD Disc.amount ©.00 usD
Paytterms NT15 Days/percent 15 % %
Bline date 06/30/2006 Fixed

Fmnt block Invoice ref. ! !

Payment cur.
Pmt Method W Pmt meth.supl.

Fayment Ref.
Assignment 00510001802006
Text %, Long Text

3. Make changes as desired.

4. Save the changes.

Document  Edit

xtras  Environment Ty
BoE=—" , PE 8000 BE G
Change Line Items Line Item 4

5 .2 & & Moredata Withholding tax data

Vendor 100000273 Mayhem She Wrote GlL Acc 2110001000
Company Code ARK A7 Sugar Lane
State of Arkansas BURLIMGTON Doc. no. 51000180
Line ltem 1/ Invoice / 31

Amount 506.63 UsD

Tax code P1

Wiax base USD  Wtax exemnpt 596.63 W.Tax Code 00

Additional details

Bus. Area o610

Disc. base 596 .63 USD Disc.amount ©.00 uso
Paytterms Days/percent % %
Bline date Fixed

Fmnt black Invoice ref. I I

Payment cur.

Pmt Method W Pmtmeth.supl.
Payment Ref.

Assignment 123456

Text the payment method, assignment, and text were chgd| ﬁw Long Text
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AASIS takes you back to the Change Line Items selection screen with the
message: “Changes have been saved”. Repeat process as needed for
additional lines. Remember that you can’t change the assignment field on the
GR/IR clearing line.

Document Edi

] ﬂ\e@awgﬁmﬁl@

Change Line ltems

Documentlist| &7 Editing options

Document Details
Document Number 51000188

Company Code ARK
Fiscal Year 2086
Itemn Number

Line item 1

QOnly line items for
[JAssets
[]customers
[¥endors
[]Gil accounts

@ Changes have been saved

How Can | Find Out What Changes Have Been Made to a Document?
To view document changes, use transaction FB04.

Menu Edit F:

SAP Easy Access AASIS MENU
BE| &= |

(L1 Favorites
= {3 SAP menu
> [ oOffice
[> [ Logistics
= 3 Accounting
= 3 Financial Accounting
> [ General Ledger
[ 1 Accounts Receivable
=7 {4 Accounts Payable
> [ Document entry
= {3 Document
) FBOZ - Change
f FBOY - Change line items
£ FBO3 - Display

FBO4 - Display changes!

1) FBRA - Reset cleared items
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1. Enter the document number and fiscal year.

2. You can use the “period of change” box to narrow down the time
period of the changes that you wish to view. Press the Enter key.

i B

Document Changes: Initial Screen

Company Code BRK

Document Number 51008180 1
Fiscal Year 2008

FPeriod of change 2
From change date

Time 000008

Changed by

AASIS displays a list of changes.

3. To view more information, click the All changes button.

Document changes

Edit Gt

3 <]

Document bs : Changed Fields

nent S

21

@ All changes  Technical names on

Document 0051008180 Company Code ARK Year 2006

Aszsignment

Changed on

Days 1

Payment terms
Planning date

Text

Withholding Tax Code

The display reveals the date of the change, the field that was changed, the
new field contents and the old field contents.

4. To view more information, select a line and click the choose button.

Goto  Settings Environment System  Help
Bl H @@ SDHE ODhoan BEE
DocyZaent Changes : Overview

&I | Technical names on

Document 9051000180 Company Code ARK Year 2006

Date Field New 01d

A7/05/06 [Withholding Tax Code|04 aa

O7/05/06 [Changed on B7/05/2006 aa/eo/0eea
a7/85/06 [Planning date B6/30/2006 a7/15/2006
O7/05/08 |Text the payment method, ass

O7/05/06 [Days 1 a 15

OF/05/06 (Payment terms NTEO NT15

O7/05/06 [Assignment 123456 0510001802006
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The details box will pop up. You can now view more details of the change
including the user id of the person who made the change, the time and the
line item of the document that was changed.

5. Close the details box to go back to the changed fields screen and
select other items as desired.

5
T |

Date O7/05/2006

Time 10:55:12

User CSVOLLMAN

Field Withholding Tax Code { BSEG-0SSKZ )
from 0o
to 04
Changed in Line Item (e]eh|

1| [«[*]

Exercise

Change the payment terms on the invoice you created in Chapter 8 Exercise
1 to “Pay immediately”. View the change in transaction FB04.
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What Is a Warrant Cancellation?

This is the process by which you either void and reissue a warrant, or cancel
the warrant without reissue.

To cancel a warrant, you must send in a form to DFA Office of Accounting.
The form can be found on DFA’s website.

You can indicate on the form whether you want the warrant to be reissued or
not. If the warrant will not be reissued, you must provide document numbers
so that DFA can reverse the invoice up to the point of goods receipt. (The
agency must reverse the goods receipt.) Once DFA has cancelled the
warrant, the status of the invoice will be open for payment. The warrant will
automatically reissue if the invoice is not reversed.

If the warrant is being reissued because it originally went to the wrong
address, you should mark it for pick up so that you can mail it yourself to
make sure it goes to the right place. (Notify Office of State Purchasing if a
permanent address change is needed.) DFA will notify your agency when the
document is ready to be marked for pickup.

How Do | Mark the Warrant for Pick Up?
Use transaction FB02

Menu  Edit Favorites Estras  Systern Help

[V afa B & &d

SAP Easy Access AASIS MENU
BE| | |

[ Favorites
= {3 BAP menu
[» [ office
> 1 Logistics
= {3 Accounting
= {3 Financial Accounting
b 1 General Ledger
[ [ Accounts Receivable
=7 {3 Accounts Payahle
[ 1 Docurnent entry
< {3 Document

A FRNG - Channe ling itams
Enter the document number, or make entries to narrow the selection to
search for the document.

Click the Execute button.

@) il o8 Qu® EE 6
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Double-click the document.

Edit

Gaota

Blal I eae SH

Document List
& B Rl & T EE s R T E

| cocd™|Dacumenthial Year| Type |Doc.Date  |Posting Date
|ARK 7| 50000656 2007 WE |07r26/2006 |O7i2652006
| S0000657  |2007 |\WE |07/26/2008  |07/26/2006
| 50000658  |2007 |\WE |07/26/2008  |07/26/2006
| 51000170 |2007 |RE |07/26/2008  |07/26/2006
| 51000171 2007 |RE  |07i26/2006 |OF/26/2006
|
|
|
|

51000172 |2007 \RE | 07/26/2008 |O7f26/2006
51000173 |2007 \RE  |07/26/2008 |O7f26/2006
70000001324 | 2007 |ZF  |07/26/20068 |O7f26/2006
7000000125 | 2007 | ZF | 07/26/20068  |O7f26/2006

Edit

fir]
=
0

m

Document Goto Setti

3 IH Qe LHR DL BE @m
Document Overview - Change
G4 PrMAETFE2FE S @ @ chose | |[@swve TE B H Taxdata Bl =

Doc.type @ RE ( Invoice receipt ) Normal document

Doc. Mumber 51000173 Company code LRE Fiscal year 2007
Doc. date 07/ 26/2006 Posting date O7/26/2006  Period o1
Calculate Tax [¢

Ref.doc. 299998

Doc.currency  USD

Itm|PE|Account Account short text Bush | Fund Amount |Cost Ctr|Order Funds |Text Lssignment
1[31|100000077 [Aunt Thelma's Feathe|BG610 145.13- 00510081732007
2(86(21110081000 [GRIR Clearing 0610 [HSCE101 128.00 | 383281 272 450000084200010
3(81|5030005000 (02-B1dg & Grds Maint|0610|HSCE101 16.13 | 383281 272 0oge3s3zot
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Place your cursor in the Pmnt meth supl box and click the match code.
Choose A—Hold for Agency Pickup
Click the Save button.

Docurment Edit Goto  Esxtras  Ervironment  Systerm Help

] ald B IGEe& BDHE BHaER G

Change Document: Line ltem 001

ey 2w a B & Moredata + Mext iterm + Previous item withhalding ta

Wendor 108086077 Aunt Thelma's Feathered Friends GiLAcc  211@ooiooo
Company Code ARK 85 Avian Way

State of Arkansas BIRMIMNGHAM Doc. no. 51008173
Line tern 1/ Invaice f 31

Amount 145,13 usD

Tax code P1

W tax base USD  ‘witax exempt 14513 W Tax Code 00

Additional details

Bus. Area 0610

Disc. base 145,13 USD Disc. amount  0.00 UsD
Paytterms WT15 Daysipercent 15 % %
Bline date 07 /26/ 2006 Fixed

Prnt black Invoice ref. ! !

Payment cur.

PratMethod Y Prtmsthsupl. P [@)

Payment Ref.

Aszsignment 00510001732007

Text S, Long Text

AASIS returns a message that the changes were saved.

Fﬁ Changes have been saved

Prior Year Warrants

When prior year warrants are cancelled and reissued, they are not reissued
through AASIS, but are duplicated by the state auditor.

Outlawed Warrants

If they are not redeemed after a certain amount of time, warrants become
“outlawed” and cannot be paid.

Outlawed warrants are outstanding warrants from the previous twelve months
following the close of a fiscal year.

Example 1: A warrant from July of 2004 is considered an outlawed warrant
after June 30, 2006.

Example 2: A warrant from June 2005 is considered an outlawed warrant
after June 30, 2006.

The money from outlawed warrants (if state general revenue funds) is subject
to reclaim by the state.
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For more information on outlawed warrants, see pages 76 and 77 of the
Financial Management Guide.

http://www.arkansas.gov/dfa/accounting/quide/acc fin man quide index.html
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How Can | Cancel a Logistics Invoice?

You cannot cancel or reverse a MIRO that has already paid. MIRO invoices
that have not been paid can be reversed. You can reverse the MIRO with

transaction MR8M. After you have reversed the MIRO, it will be necessary to
clear the vendor to prevent payment.

Use transaction MR8M to reverse the logistics invoice.

Menu Edit Fa

£l Help

i SEae i
SAP Easy Access AASIS MENU

&= | 2| 5 |

(] Favorites
= {3 SAP menu
b (1 office
= {4 Logistics
< {3 Materials Management
[ [ Purchasing
> @ Inventory Management
= {4 Invoice Verification
> (L Invoice Verification
< {3 Logistics Invoice Verification
> (1 Document Entry
% & Further Processing
2 MIR4 - Display Invoice Document
2 WIRBM - Cancel invoice Document:
) MRBR - Release Blocked Invoices
2 MIRG - Invoice Qverview
) MR20 - Output Messages

1. Enter the MM document number.

2. Click the match code to select a reversal reason.

Invoice document  Goto Systermn

Cancel Invoice Document

&y Display doc.
Z

Invoice doc. number 264
Fiscal year 2007

Details for cancellation posting 2
Reversal reason e

Posting date

3. Double-click either 01 if the document was posted in the current

accounting period, or 02 if posted in a different period than the one
you're in.

Reason for Reversal (2) 5 Entries Found

Restrictions |

[ ]
AR E R
Text |

Reason ™| Text
-

01 Reversal in current period ;| 3
0z

Reversal in closed period
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AASIS populates the reversal reason that you selected.
4. Click the Display doc button.

System  Hi

EEON =

Cancel Invoic ument
Gy Display doc. 4

Invoice doc. number 264

Invoice document

Goto

Fiscal year 2007

Details for cancellation posting
Reversal reason 11 @
Posting date

Make sure that this is the document that you want to reverse. Make note of
the FI document number, the posting date, and the vendor number.

5. Click the back button to go back to the reversal screen.

Invoice document  Edit Goto Systern Help

@ 2 0H @S 5 |0 D000 OR @B
Display Invoice Document 264 |
Show PO structure | Follow-on documents
Trangaction Inwnice bt 264 20Q7
Basicdata | Payment | Details | Tax | Contacts | Note | “endor 0100000285
Clouseau Disguise Co.
Invoice date A7 2672006 Reference  BEB9 22 Costurne Ave.
Posting Date A7 /26/2006 ORLAMDO FL 32837
Amount 258.00 ush v Calculate tax USA
Tax amaunt 18.00 P1 {Accounts Payable 5. & . 800-F58-9855-594 800—6589855
Tt
Paymt terms Due immediately [
Baseline date A7 2672006 ] Bank acect
Company Code  ARK State of Arkansas Litle Rock = i o
Layout All infarmation g
| [itern  |amount Quantity 0. |2 |Purchase . |item |PO text Taxcode |
| i 24000 30E 450000054010  |Batteries for Phasers P (.“.ccnumr
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6. Click the save button to cancel the document.

Imvoice docurment Systern  Help

Goto

& = =Y ﬁ 6
Cancel Invoice Document

Gyt Display doc.

Invoice doc. number 264

Fiscal year 2007

Dietails for cancellation posting

Reversal raason 1
Posting date

AASIS returns a message with the document number of the reversal and a
reminder to clear the FI documents. This means that you’ll need to manually
clear the vendor.

F@ Document reversed with no. 265 Flease manually clear Fl documents

7. Display the reversal document in MIR4.
8. Click the follow-on documents.,
9. Make note of the FI document number.

& Y RN E

Display Invoice Document

Gota Help
B aH Saf B
G0 Display doc. Display Invoice Document 265 2007

Invoice doc. number 265 f Show PO structure | Fallow-on documents< 8
7

nvoice document System

Edit

Fiscal Year 2007 I
Transaction Invaice =)
Basic data k Payment k Details k Tax k Contacts h

Documents in Accounting [
Object type text Doc. Number I Invoice date 0870372006 Reference  79968!
Accounting document 0051000172 < 9 Posting Date AR/A3 /2006
Spec. purpose ledger 1000088904
Controlling Document 0100087902
Funds Management doc 1000085184

& original document | 3 | 3

How Do | Clear the Vendor?

You can manually clear the vendor with transaction F-44. Directions for this
transaction will follow after a brief discussion on displaying the vendor.
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Transaction FBL1N

To display the vendor account, use transaction FBL1N.

& pjaH Caa

SAP Easy Access AASIS MENU
aEl% &

| 12 Favntes
= 3 AP meny
B Ofice
B 2 Logistics

nces
2 FELIN - Displayichange lng Bems
G Fott . Clear

1. Click the match code to search for the vendor number.

Program Edit G

B IH@eae B
Vendor Line Item Display
B [ Ja Data Sources

1
Vendor selection
Z
Vender account |
Company code ARK

2. Type in part of the description, using asterisks as wild cards. Press the
Enter key or click the green check.

Account Number of Vendor or

Vendors (General) L Wendors by Country/Company Code t e
Search term
Postal Code

City

Name *clouseau®

Vendor

Meximum no. of hits 800

AASIS returns a list of vendors matching your specification.
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3. Double-click to select the desired vendor from the list.

ditor (1) 1 Entry found

o Vendors (General) L Vendors by Country/Company Code L Vel

[

AL EEIEI RS 3
SearchTer... PostalCode] City \Hame 1 L —  |vendor |
VEND 32837 ORLANDO CLOUSEAU DISGUISE CO. 100000285

AASIS populates the vendor account.
4. Click the radio button to select open items, cleared items, or all items.
5. You must enter a date or date range.
6. Click the Execute button.

& | sle@ @@ Dk Dnuan 2O
6 Vendar Line lem Display
@ & = B Do sowces

Opan 4 kay date 07126/ 2006
4 p——

Cleanng date Ll

Cipem o gy dale

| Vendor selecsan
Vendor sccount 160064285 ™ =
Company code AR o =

snarth halp

Crompden search help

e

| Ling itam salzction
| | Stans
Opan fiams

& Al gema
Postng date arret JEﬂOﬂE’- o TI267 2608

D le
(@)]

o
| morma taens
Bpocial G irengachions
Moted boms
Parkad items
_| Customer tems
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AASIS displays the selected vendor line items. Note the codes to indicate the
status of each line item.

List Edit Goito Extras Enwironment Settings  Systern  Help

& 2 AH e SHEBE ODhLn BHE @0
Vendor Line item Display
MM s 2 8o 28R Ta R EEE 3% M| BB seectons|| [ pispute

Status: B open O Parked @ Cleared
Due date: Overdue £y Due ¢ Mot due
Yendor 100000285
Company Code BRE
Mame Clouseau Disguise GCo.
City ORLANDD
5t|A=signment Documentho | Type Doc. .Date |S|DD|Amount in Tocal cur.|LCurr(Clrng doc.|Text
1 B |00510001702007 51008170 (RE OF /2672006 | 258.00- [USD
1 B 00510001 702007 51000171 RE O7 /2672006 | |y 258.00 |USD MREM
R | p.o0 (USD
| @ |00510000362006 51000096  (RE B1/23/2006 44 .00-|USD (FO0EOOO104
| @ 0051000037 2006 51000897  (RE B1/23/2006 G6.00-|USD (7O0E000104
L] @ |00510000982006 51000098  (RE B1/23/2006 154 .00- (USD |7OoDOBOG104
] @ |00510000992006 51000893  (RE B1/23/2006 154 .00- (USD |FOoDOEOG104
| @ 0051000102006 51000108 (RE B1/23/2006 44 .00-|USD (rO0E0O0O104
1 @ |7E0000E1 642006 7OO0OE0104 (ZP BE/ 26/ 2006 462,00 (USD |Foooeog1o4
@ p.o0 [USD
** Account 100000285 p.o0 (USD

Transaction F-44
Use transaction F-44 to manually clear an open line item.

Menu  Edit  Fay Extras U=
& 2l HI&aE
SAP Easy Access AASIS MENU
BE| % & |

[ Favorites
= {4 SAP menu
I [ Office
> [ Logistics
= {23 Accounting
=2 {23 Financial Accounting
[ 1 General Ledger
[> [ Accounts Receivable
= {3 Accounts Payable
I» 1 Documnent entry
I» [ Document
= (23 Account
g FK10N - Display balances
@ FBL1N - Display/change line item
g} F-44 - Clear
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Enter the vendor number or use the match code to search.

2. Select document number if known, or at least business area to prevent
canceling someone else’s documents.

3. Click the Process open items button.

Document  Edit Goto Settings

18 eee CHER DDLn RAE
Clear Vendor: %_h' Data

Frocess open items
1
Account 100000285 @Iearing date 07 /26/ 2006 Period 1
Company Code LRE Currency ush
Open item selection
Special GIL ind [v] Marmal O

Additional selections
() Maone

@ Document Number 2
(1 Fund

) Posting Date

(1 Dunning Area

(1 Reference

1 Payment order

(1 Collective invoice
1 Document type

() Business Area

(i Taxcode
ithers

4. If you selected document number, enter the document number or
range of accounting document numbers. If you selected business
area, enter your business area.

Document  Edit Goto  Settings

& A HICEa 0 FE S 0aa | EEIE

Clear Vendor: Enter selection criteria

Other selection || Other account || Process open items

Parameters entered

Company Code ARK

Account 100880285

Account type K

Special GiL ind. ¥| Standard Ols

Document Mumber

From Tao String Initial value
51008170 510080171 4 O |
m |
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5. If you haven’t set your options to “Selected items initially inactive”, click
on the Editing options button.

Document  Edit  Goto

Settings  Enwironment  Systerm Help

340 SEa@ NHEE Onasl

Clear Vendor: Process open items 5
2 [ Distribute dift. | Charge off difft. | 4? Editing options ue

Standard | Partialpmt | Resitems | Withhidg tax |

Account iterms 100000285 Clouseau Disguise Co.

Assighm.. |Document |00 |P.|Posting . |Docume..|  USD Gross Cash discnt
00510001, 21000178 RE21OF/26/2 .07 26/2.. 258 .00-
00510001 .. A108E8171  RE[21(@F /2642 [T 26/ 2. 2h8 .00 §

6. Click in the box for “Selected items initially inactive” and click the Save
button.

Since all items for a particular vendor will appear in transaction F-44,
selecting “all items initially inactive” lets you highlight only the items that you
select for clearing.

Dptions System

Help
aldH &@atl
Accounting Editing Options

Open terms |

Open item processing

[] Payment reference as selection criterion
[]Process open items with commands
Selected items initially inactive

["] Enter payment amount for residual items
[JUse worklists

- _____

Once you have set your editing options, you'll need to exit the transaction and
start the clearing process over.

Note: You can also set your editing options in transaction FBOO Accounting
Editing Options.
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AASIS will return the message “the options were entered in the user master

record”. This means that you need not repeat the editing options step from
now on.

7. Click the back button to continue and re-enter the transaction.

Edit &

Options

oto System Help

Bl HICE e |
Accounting Editing Options

Openitems |

Open item processing
[]Payment reference as selection criterion
[[]Process open items with commands
Selected items initially inactive
[ Enter payment amount for residual items
[[JUse worklists
[ Display net amounts
[Include invoice reference
[_| Sorting by amount without +- sign

Line layout variants for clearing transactions
Custormer

Vendor

GIL acct

Line layout variants for automatic payments
Payment

Line items

@ The options were entered in the user master record

8. Double-click an item to select it. When selected, the “USD Gross”
amount will turn blue.

Document  Edit Goto  Sefings  Environment em  Help

(7] 0@ SHE Lo BE @m

Clear Vendor: Process open items

‘g @ Distribute diff || Charge off difft || g? Editing options | @ Cash Disc. Due

.
Standard | Partialpmt | Resitems | ‘Withhidgtax | ) 8
Account iterns 100000285 Clouseau Disguise Co. /4
Assignm... |Document .. |D.JP.|Posting ... |Docume...| USD Gross Aah discnt Cash...
00510001 ..51088170  RE[31 |07/ 26/2 |07/ 26/2.. 25500
00510001 .. 51888171  RE[21(@7/26/2 |07/ 26/2.. 258. 00
LD [
Rl@ m |E|'§‘| |[H]|['ﬁ'] Ao | |EﬁGmss<> ||EfﬁCurrency| | 1 ltems || H termns | | 1 Disc ” B Dise
Editing status
Mumber of items 2 Amount entered 0.0
Display from itermn 1 Assigned 258.00-
Reason code Difference postings
Displayin clearing currency kot assigned 26800
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9. To manually clear the item, a matching debit and credit amount must
be selected.

10. The “not assigned” field should be zero.
11.Click the Save button.

Enwironrr

Document  Edit Goto  Seftings n Help

THE I ODOH BE @

Clear Vendor: Process open items

31 E? Distribute dift. | Charge aff diff. | 42 Editing options | @ Cash Disc. Due

Standard || Parialpmt | Resitems | Withhidgtax |

Accountiterns 100000285 Clouseau Disguise Ca. |—
Assignm... |Document . |D P |Posting .. |Docume...|  USD Gross Cash] 9 Cash...
00510001 ../51080170  [RE[31 @7/ 264207 26/2. 258 . 00-

00510001 ../51080171  [RE21[@7/26/2.|07 /2642 2RI 00 |
E1jD]| [

IE Amo...| |ﬁ0r055<>..."ﬁﬁ0urrency| | 1 ltems || i tems | | 1 Disc. || i Disc.

Editing status

MNumber of items 2 Amount entered o.og
Display fram item 1 Assigned o.ee
Reaszon code Difference postings

Display in clearing currency Mot assigned o.oe ‘—’_IL

AASIS returns a document number.

F@ Diocument 10001 76 was posted in company code AR K

View the vendor in transaction FBL1N again to make sure the line item was
cleared.
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The vendor line item report shows that the document was cleared.

List Edit Goto Extras  Environment Settings  Systern Help

& A H I SCEe SHE DDLH0 EE @
Vendor Line Item Display
M4 M2 B O aEE| BalD | BEEE 3% F M| B seecdons || [ ois

Status: B open O Parked @ Cleared
Due date: Owerdue &y Due ¢l Mot due
Vendar 100BAR2E5
Company Code ARK
Name Clouseau Disguise Co.
City ORLANDO
St|Assignment Documentho| Type Doc. .Date |S{DD|&mount in Tocal cur. |LCurr|Clrng doc. | Text
AH @ (00510001 702007 51000178 |RE 07/ 26/ 2006 258.00- |USD (1000176
[ @ |bA510001 702007 510080171 RE 07 '26/ 2006 258 00 |USD (1008176 MREM
3 o [ OS T aE Z00E STHEIETIS [RE T2 37 20 A =[S pieleie]elaleN s
] @ |0A51000037 2006 51080097  |RE 01123/ 2006 G6.00- (USD | 70O0O0OY04
] @ (0051000098 2006 51000098  |RE 012372006 154.00- |USD (7000000164
] @ |0A510000392006 51080093  |RE 01123/ 2006 154 Q@8- |USD (7000000104
] @ (00510001 002006 51000108 |RE 012372006 44.00- (USD | FOOOOOGOT 04
| @ |70p00001 042006 TOORARA1A4 | ZP 06/ 26/ 2006 462 .08 |USD (7000000104
a o.ae |UsD
** hococount 100000285 o.ae |UsD

Change the layout selection to display the clearing document and make note
of the clearing document number.
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Can | Re-open the Cleared Item?

You can re-open the cleared item with transaction FBRA.

Menu Edit Fav

SAP Easy Access AASIS MENU
8= | 2| [ & |

< {1 SAP menu
> [ office
[ 1 Logistics
=7 {23 Accounting
=2 {3 Financial Accounting
[ [ General Ledger
> [ Accounts Receivable
=7 {3 Accounts Payable
> 1 Document entry
< ‘= Document
) FBO2 - Change
2 FBOY - Change ling iterns
1) FBO2 - Display
fg) FBO4 - Display changes
) FBRA - Reset cleared itemns

1. Enter the document number, company code ARK and the document
fiscal year. Click the Items button.

Edit

1
Reset Cl's,l.:n'a';}1J s

Accounts || ltems | Accompanying Carrespondence

Clearing Gota  Systam

Help

Bl dH &6

Cleating Document fooo17E
Company Code ARK
Fiscal Year 2087

AASIS displays the document. Be sure that this is the correct document that
you want to reverse.

Note: You may see a message: “document has no line items”. If that
happens, you can view it in the Special Purpose Ledger.
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2. Click the Back button.

List Edit

Exiras

Goto Enwironment  Setting

DDOH0 I HE @ =

Reset cleared items
4[4/ M| 2B o 80EE|BaR | |EEE B (5| B selections
Status: B open O Parked @ Cleared
Due date: Owerdue &y Due ¢ not due
Yendor 100000285
Company Code LREK
Mame Clouseau Disguise Co.
City ORLANDO
St hssignment Documentho | Type Doc..Date [S|DD| Amount in Tocal cur. [LCurr|Clrng doc. | Text
1 @ |PR5100R1 702007 51000178 [RE AT 26/ 2006 2688.00- [USD (10088176
] @ |BE510001FO2EA7F B1O00171 RE A7 26/ 2006 258 .00 |USD 1008176 MR K
o 0.08 |USD
** hccount 100000285 o.oe |UsD

3. Click the Save button.

Reset Cleared Items

Accounts | ltems | Accompanying Correspondence

Clearing Document hopo176
Campany Code LRE
Fiscal Year 2007

4. Click Current date.

em Help

COe CHR DDADIHE @B

Clearing  Edit Goto

Reset Cleared items

Accounts  Itemns | Accompanying Correspondence

Clearing Document 1008176
Company Code
Fiscal Year

The systern cancels the clearing documentin the Special

Purpose Ledger. Select the date with which the document
isto be canceled

- Current Date f Gurrent Period (O7§26/20

- Date ofthe Clearing Document to he Ca

(07/26/20086).

@ Posting Date of Reversal Doc.

Current Cocument H Info " R Cance| |

AASIS returns a message that the clearing document was reset.

@ Clearing 1000176 reset
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The FBL1N transaction reveals that the line is open once again.

List Edit Goto Exiras Environment

Vendor Line Item Display
AP 280 @B | FPaF B4 3N B Selections Dispute

Status: B open Oy Parked @ Cleared
Due date: Dverdue £y Due ¢@ Not due
Vendor 100800285
Company Code ARK
Name Clouseau Disguise Co.
City ORLANDO
St|Assignment Documentho | Type Doc. . Date |S|DD|Amount in local cur. |LCurr|Cirng doc.|Text
i B |abcdefg 51000178 RE O6/36/2006 258 00- (UsD Purchase
] B |abcdefg 51000186 RE O6/36/2006 258 00 (UsD Purchase
A | 0.00 |UsSD
Exercise

Reverse your assigned invoice.

Display the vendor account with transaction FBL1N. ldentify your reversed
invoice in the open items.

Clear the vendor lines from your reversed invoice.
Display the vendor in FBL1N again and verify that the items were cleared.
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What Is a Held Document?

You may get an interruption as you are processing a MIRO transaction. At
that point you can put the document on hold and come back and finish it later.

How Do | Hold a Logistics Invoice?

You are entering this invoice, hoping that you’ll be able to get it posted before
a scheduled meeting:

Clouseau Desguise Co.
22 Costume Ave.
Orlando, FL 32837

.y

"INVOICE

Invoice Number: 55
Your Purchase Order: 4500001022
Invoice Date: 8/30/2006

3 False Nose and Glasses sets @19.95 ea..cuuusssnnmsmnnnsnnnnnnnnn $59.85
LT = - 1 S 4.49
8 I+ - [ S $64.34

You filled out the basic data tab and clicked the hold button. AASIS will not
let you put the document on hold until you put the business area on the detail
tab. You fill out the required information and click hold.
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To hold a MIRO:
1. Click the Hold button at some time during the MIRO entry process.

2. Write down the number that AASIS gives you for a held document.

Invoice document  Edit Goto Systerm Help

e <1|e@a|g.[m_r}

Enter Incoming Invoice: Company C{ 1 RK

3 i Z 3
Show PO structure | Show wiorklist | 0 | Hold girmulate

Transaction Invaice

El
—
S ]2
/)

F@ Irvoice docurnent nurmber 267 £ 2006 held  ~

How Do | Retrieve a Held Document?
1. Enter transaction MIRO.
2. Click the Show Worklist button.

Systern  Help

Irvoice docurnent  Edit Goto

Enter Incoming Invoice: Coip

Show PO structure | Show worklist | q5*| Hold

Transaction Invaice

=

Basic data | Payment | Details | Tax |

3. Click to Open the Held documents folder.

Imwaice document  Edit Gaoto Systern Help

ajd H I Ga &S E R
nvoice: Company Code ARK

Hide worklist | G | Hold Simulate

Transaction Invaice

[

Basicdata | Payment | Details

> [ Held dacuments
[ Parked documents
[ Docs complete far pos

1 Fa
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Double-click the number of the held document that you want to complete.

Invoice document  Edit Goto

em Help
240 @@ SHE ahag
Enter Incoming Invoice: Company Code ARK

Show PO structure | $5] | Hi ist | 0 | Hald Simulate | Messages
Wfarklist 3 on Invoice
< {3 Held documents

0000000267 2006
[Z1 Parked documents
1 Docs complete for pos

Basicdata | Payment | Details | Tax | C

Invoice date | @ Reference

4. The worklist will change to a display of the PO structure and the held

document will be copied into the MIRO.

5. You can click the button to hide the PO structure if desired.
6. Complete the MIRO and post as usual.

Invoice document  Edit Goto  Systern Help

290 eae DHE o R @m

m @8] Edit Held Invoipa-Daqument 267 2006
Hide PO structure | Show wi)

20

| Hold | B3 Simulate | Messages Help
Dizplay - PO structure Gty

< & Clouseau Disguise Co.
~ % 4500000836
w7 @ 10 DISGUISE KIT
> By Delivery note

Transaction

Basic data | Payment | Details | Tax | Contacts | Hote |

Invaice g 267

2006 @O@& Balance

Yendor 0100000285

Clouseau Disguise Co.

Irvoice date OE/30/ 2006 Reference 55 22 Costurme Ave.

Fosting Date 0630/ 2006 ORLAMDO FL 32837
Amount 258.00 usD [v] Calculate tax Usa

Tax amount 15.00 P1 (Accounts Payable 5. &) . 800-658-9855-999 E
Text Furchase of Disguize Kits

Payrnt terms 15 Days net |:

Baseline date 06730/ 2006 = Bank acct

Company Code AR State of Arkansas Little Rock =]
Furchase OrdenScheduling Agreement & 4500B0E835 Goodsise

Layaut All

|_|Item Amount Guantity 0. |G |Purchase ... |ltem |PO text

[ | i 240.00 3EA | [] 45000083610 DISGUISE KIT

|

Exercise: Put your assigned invoice document on hold after entering the
Business Area on the details tab. Go back to the MIRO transaction and post

the document.
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How Do | Park a Logistics Invoice?

Your agency has received this invoice for payment. The internal controls of
the agency require that one person parks the invoice and another person
posts it. (This is not a State of Arkansas requirement for Logistics invoicing.)

Junk Food Junkie’s

10 Doughnut Loop

Little Rock, AR 72207
INVOICE

Invoice Number: 775
Your Purchase Order: 4500001023
Invoice Date: 8/23/2006

100 cases Cheez Doodles for Resale...cccccerenrrenrrenmsannsannennneaa $350.00

sales Tax.IllIIIlIIIIIIIIIIIIIlIIIlllllllIIIlIIIlIIlIIlIIIlIIIlIIIIIIIIIlIIIIIIIIIIIIIIIIIIIIIIOIOO

Total..cceeeerereneensens s snnsnsannsnnsnssnssnssnnsnnsnnsnnsnssnnsnnsnnsnnsnnannennenns D330.00

Use transaction MIR7 to park the invoice with the following steps:

Make entries to the fields as you would a MIRO, following the steps in chapter

Park Incoming Invoice: Company Code ARK

Show PO structure | Show worklist | I-‘Ef | Hold lﬁ Simulate Save as completed | Messages Help
Transaction Invoice e QOG Balance 0.08 UsD
Basicdata | Payment | Details | Tax | Contacts | Note | Vendor 0100000146
Junk Food Junkie's

Invoice date 08/10/2006 Reference 775 10 Doughnut Loop

FPosting Date 08/10/2006 LITTLE ROCK AR 72207

Amount 350.00 usp [v] Calculate tax USA

Tax amount 0.00 PO (Accounts Payable 5. B . 888-665-0158-154 888-665-1258

Text Invoice #775 Cheez Doodles

FPaymtterms Due immediately

Baseline date 68/10/2006 Bank acct 66558877

Company Code ARK State of Arkansas Little Rock E Nouveau Riche Bank of Arkansas i o
FPurchase Order/Scheduling Agreeme.. E 4500001023 \E\ Goods/senvice items g

Layout Allinformation e

| [item  [Amount Quantity 0... |G |Purchase . [ltem |PO text Taxcode | |
| | % 350.00 100/Cs |[ ] 450088102310  |Cheez Doodles Pa [Accouniﬂ

When you have completed your entries, click Simulate to view the document.
Click the Save parked document button to park the document.
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Click Save as completed to change the budget commitment from purchase

order to invoice, or to commit any additional budget from shipping costs, etc.

Note: If you save as completed, you must post the document in the same
accounting period as you parked it.

Position GiL Accimat; tivend  |Amount Cu... |Purchasin... |ltem |T..|[Jurisdict. Code Tax date Bu... |Cost
1)K[2110061000 Junk Food Junkie's /L. 350.60-|USD PO 8716
2/82111001000 |Goods Receiptinvoic.. 350.00 |USD 4500001023110  |PO|P411903201 871041700

L] ] [« ]

| Back ||B Save parked document ||B Save as completed |Iz|

N 00000000 I £ Y

AASIS will return the parked document number.

I@ Document number 268 has been parked

157



Accounts Payable Basics—Logistics Invoice Verification Process
Chapter 17 Held and Parked Documents

How Can | Search for Parked Documents?
Use the following steps in the MIR6 transaction:
1. Narrow down the selection by making entries in the top of the screen.

ald B @@ EHE OTO0 BE @0
Invoice overview - selection criteria

R
R
oo
R
R

[ CEIENO

elole[olelololelg]

id

2. Click the Held/Parked box in the Entry Type field.

Entry Type
[w] Backoround
[ ]Invoices Yerified Online
[]EDI
[ ]BAPI

[JERS
[ ]Invoicing Plan

[ ] cancellation
2 L [ | Revaluation

Held/FParked
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When you clicked the Held/Parked checkbox, the fields Held, Parked and
Parked as Complete became available in the Invoice Status box.

3. Check these boxes as desired according to which type of document
you want to view. You can check more than one box.

Invoice status
Background verif. released
[v]Incorrect
[w| Posted (Mot Completeds
[w| Posted

v Held 3
[v| Parked

Edit Goto

invoice overview - selection criteria
4
£

Document Header Text

AASIS displays a list according to your specifications.
5. Double-click the document number to see more.

Invoices  Edit Goto  Environment  Systern Help

@ || aji HICea I DHE DD o0IRE @ ® —
Invoice Overview: Invoice Documents
s &
|
Doc. no. \It... |N| 5 Wl |Aggregation @t U |F.. |Invoicing p... (Mame of invoicing party F|Csh dis.dte |Crey |Gross amount @
268 o e = E3[100000146 Lunk Food Junkie's UB6/ 38/ 2006 USD 350 06| [«
) [
El
El
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AASIS displays the document.

6. You can post the document from here by clicking on the Post button.

Invoice document  Edit  Goto

(] 240 @@ SHE R | FEE | @

Change Parked Invoice Document 268 2006
Show PO structure | lﬁ Simulate Save as completed FPost %Messages Help

Trangaction Invoice g 268 2006 @O@ Balance o.00 USD
Basic data k Payment k Details k Tax k Contacts k Mote | Wendor 0100000146
|| JunkFood Junkie's
Invoice date 06/ 30/ 2005 Reference 775 10 Doughnut Loop
Fosting Date 06/30/2006 LITTLE ROCK AR T2207
Amaunt 350.00 usD [ Calculate tax US4
Tax amount PO (Accounts Payahble 5. Bl . 898-665-0158-154 888-665-1258
Text Food for Resale
Faymt terms Due immediately |:
Baseline date 06/ 30/ 2006 N Bank acct GEEEEETY
Company Code ARK State of Arkansas Little Rock < Mouveau Riche Bank of Arkansas
FPurchase OrdenScheduling Agreement E 4500000837 Goodsiservice items &
Layout All infarmation ]
lterm  JAmount Gluantity 0.. |G Purchase .. |item |PO text Tax code |
1 350. 00 1005 | [ | 4500000837 10 Cheez Doodles Fo (.ﬂ.ccoun1|_

After posting the document, AASIS returns a document number. Note that
this number is the same as the parked document number.

F@ [mvoice document 268 has been posted

Another way to search for parked documents is to run the
ZFI_PARKHELD_ RPT transaction.
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Program For Parked Vendor Invoices ZFI_PARKHELD_RPT

n Help
Hicaa SHE DDhoa)
SAP Easy Access AASIS MENU

BE & EE 2| -

B 1 Favorites
< {3 BAP menu
[ (1 Office
b [ Logistics
D [ Accounting
b 1 Human Resources
B [ Information Bystems
| Special Transactions & Reports (Btate of Arkansas)
B [ Materials management
= {3 Financial Accounting
D [ General Ledger
D [ Accounts Receivable
= < Accounts Payable
<7 3 Reporting
@ Z08W - Outstanding Warrant Repart
@ Z0EPRW - Report for Outstanding Payroll Warrants

Menu  Edit  Fawe

@ ZFI_1099CHB - Wendor Payments by Check, Agency and Tax Code
@ ZFI_PROMPT_PAY - Prompt Payment Repart
{62 ZFI_PARKHELD_RPT - Parked Document Repart

This report will display Parked Vendor Invoices.
Selecting the Report

1. Narrow your search. In this example we entered “ARK” in the
“Company code” field.

2. Enter your business area.
Enter the fiscal year.

Document types for invoices are KR for direct and RE for MIRO. Make
an entry here or leave this field blank to bring up both types.

Scroll down to continue.

Program Edit Goto Systern  Help

& 2 H @ SHE DTO8EE G
Report program for parked Vendor invoices
@

PARKED DOCUMENTS REPORT
Company code ARK @7'<iz
Business area a610
2
Accounting dacument number to o
Fiscal year 2006 o
Document type 3 o
Reference document number =
Document status ta =5
Docurment date fo =
Pasting date to o
Entered by i} o2
Entry date to o
Entry time el el ta 600000 =]
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5. “Vendor Credit balances” will default. Leave as is.
Click the Execute button to continue.

Vendor Credit balances L]

Invoice Line Itemn details ]

Ll
|

Viewing the Report

This example shows that there are parked documents. It shows the user
name, date and time entered, document number, and Ref. Doc. Number. The
posting key “31” = Credit to the vendor and the posting key “40” = Debit to the
expense. “H” stands for credit and “S” stands for debit.

The business area, fund, and funds center are displayed.

Scroll to the right to continue.

List Edit Goto g i
] afdH @@ I DREIDDO0IEE @b

Report program for parked Vendor invoices
@ AaAFTE B 4 BIEHT e EEE [

Doc. Date Entered hy Fosting date |Entered date |Entered Time|Document Murmber Ref Doc Mumber Itm|PK|...|Bus..|Fund Fund Center

03072006 |PMORR 03072006 |0307i2006 |11:12:43 1000000178 AR 1140|5 (0610 |HECET 01 272 |Z|

03072006 |PMORR 03072006 |0307/2006 |11:13:44 1000000179 BEBEC 1131 |H|0610 |z|

0310752006 |PNORR 0350752006 |03/0752006 |11:13:44 1000000179 BBBC 140 |5 [0610 |HSCHE101 272 ]

03072006 |PMORR 03072006 |0307/2006 |11:19:44 1000000180 CCC 1131 |H|0610

03072006 |PNORR 0307/2006 |0307i2006 |11:19:44 1000000180 CCC 1140|5 (0610 |HSCET 01 272

0307i2006 |PNORR 030772006 |0307/2006 |11:21:28 1000000181 DoD 1131 |H|0610

030752006 |PMNORR 030752006 |03/07/2006 |11:21:28 1000000181 DoD 11405 (0610 |HECET 01 2732

03072006 |PMORR 03072006 |0307i2006 |11:49:18 1000000182 CoDD 1131 |H|0610

03072006 |PMORR 03072006 |03/07/2006 |11:4918 1000000182 CoDD 1140|5 (0610 |HSCEHTO1 272

0310752006 |PNORR 0350752006 |03/0752006 |12:03:54 1000000183 GGGG 1|31 |H|0B10

03072006 |PMORR 03072006 |0307/2006 |12:03:54 1000000183 GGGG 1140|5 (0610 |HECET 01 272

03072006 |PNORR 0307/2006 |0307i2006 |12:04:55 1000000184 HHH 1131 |H|0610

0307i2006 |PNORR 030772006 |03/07/2006 |12:04:55 1000000184 HHH 1140|5 (0610 |HSCETO1 272

030752006 |PMNORR 03/07i2006 |03/07/2006 |12:05:35 1000000185 KKK 1131 |H|0610

03072006 |PMORR 03072006 |0307i2006 |12:05:35 1000000185 kKKK 1140|5 (0610 |HECET 01 272

03072006 |PMORR 03072006 |03/07/2006 |12:06:33 10000001 86 LLLL 1131 |H|0610

0310752006 |PNORR 0350752006 |03/0752006 |12:06:33 1000000186 LLLL 140 |5 [0610 |HSCHE101 272

03072006 |PMORR 03072006 |0307/2006 |12:07:22 1000000187 hdhd bt 1131 |H|0610

03072006 |PNORR 0307/2006 |0307i2006 |12:07:22 1000000187 hdhd bt 1140|5 (0610 |HSCET 01 272

0307i2006 |PNORR 030772006 |03/07/2006 |12:08:04 1000000188 RIRIRIN 1131 |H|0610

030752006 |PMNORR 030742006 |03/07/2006 |12:08:04 1000000188 RIRTRIN 11405 (0610 |HECET 01 2732

03072006 |PMORR 03072006 |0307i2006 |12:08:46 1000000189 Q000 1131 |H|0610

03072006 |PMORR 03072006 |03/07/2006 |12:08:46 1000000189 Q000 1140|5 (0610 |HSCEHTO1 272

0310752006 |PNORR 0350752006 |03/0752006 |12:09:43 1000000190 FPPFP 1|31 |H|0B10 ]

03072006 |PMORR 03072006 |0307/2006 |12:08:43 10000001480 FFFF 1140|5 (0610 |HECET 01 272

06/30F2006 | CSVOLLMAMN (083052006 |07006/2006 [09:09:09 51000187 JKL 1131 |H|0610 =
00:00:00 140 documents IZ‘

[
oy [ ]

| U [ETR (1) (514) b2 sapegs |INS 7
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You can view the amount, cost center, Internal Order or WBS element
number, Sp. G/L assignment, vendor number and vendor name.

List Edit Goto

Bl @@ BHE DT Oa0 HE @
Report program for parked Vendor invoices
FNE2FE S S BITRT N EEE

Carnmitment lterm Amount|COAr| Cost center [Order Mumber [YWBS Ele...|GIL AC NO | Cost Ohject Sp. G/L assignment wendor Num |[Yendor Mame
100,00 |ARK (383201 5090008000 |Z|
100.00 0100000050 (Best Buy '
10000 ARk |383201 5080006000 ]
100.00 0100000052 |Budget Saver
100,00 |ARK (383201 5090008000
100.00 0100000052 |Budget Saver
100,00 |ARK (383201 5090006000
100.00 0100000050 |Best Buy
100.00 |ARK |383201 5090008000
100.00 0100000050 (Best Buy
100,00 |ARK (383201 5090008000
100.00 0100000050 (Best Buy
10000 ARk |383201 5080008000
100.00 0100000052 (Budget Saver
100,00 |ARK (383201 5090008000
100.00 0100000052 |Budget Saver
10000 |ARK |383201 5080006000
100.00 0100000052 |Budget Saver
100.00 |ARK |383201 5090008000
100.00 0100000052 |Budget Saver
100,00 |ARK (383201 5090008000
100.00 0100000052 |Budget Saver
10000 ARk |383201 5080008000
100.00 0100000052 (Budget Saver B
100,00 |ARK (383201 5090008000
210:00:00 750,00 01000001920 [Sushy Tushy Offic] =
0.0o Iz‘
[~]
K| \ |[«d[¥]

| P [ETR (1) (514 sapegs | NS o

Exercise
Park a document for the assigned parked document invoice.
Find your document and post it.
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Accounts Payable Basics—Logistics Invoice Process
Chapter 18 Credit Memos and Subsequent Debits and Credits

What Is a Credit Memo?

A credit memo is a document received from a vendor giving you credit for
goods returned. Note that the Credit Memo affects both quantity and
value. If you post a credit memo, you will need to cancel or return
delivery on the corresponding goods receipt to insure that the GR/IR and
the expense or asset values post correctly.

If you only want to change the amount paid to a vendor—you do not want
to affect the quantity of goods received—do not post a credit memo. See
the subsequent debit and credit sections.

If you receive money instead of credit from the vendor—do not post a
credit memo. Treat this as a refund to expenditures.

What Is the Effect of a Credit Memo?

Posting a credit memo affects financial reports, budget, and cash available
for future expenditures or transfers.

» The credit memo posts as a credit (reduction) to expense, which
decreases expenses on the financial reports; if the item is a Fixed
Asset, the value of the asset is reduced.

» The credit to expense/Fixed Asset value posts as a reduction in
commitments in FM, which increases budget available for other
transactions.

» The credit memo also posts a debit to the vendor account, which
decreases liabilities on the financial reports.

» The credit memo reduces a future payment to the vendor, which
leaves the cash available to be used for other transactions.

The process is not complete unless the expense/Fixed Asset value and
liabilities have been reduced; the budget has been reinstated; and a future
payment to the vendor has been reduced. It is important to have all of
these events occur or the expenses, budget and cash will not reconcile
properly for cash basis reporting.
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How Do | Enter a Credit Memo for an Expense?

If the credit memo is for an invoice originally entered by direct payment,
you’ll use transaction FB65, covered in the Accounts Payable Direct
Invoicing Course. Use transaction MIRO to enter a credit memo against a
purchase order.

Credit memos should be posted using transaction MIRO |F:

1. The original invoice for the goods or services was associated with a
Purchase Order.

2. You have received a credit from the vendor and need to reduce a
future payment.

3. Some or all of the goods received are being returned to the vendor.

Before Beginning the Credit Memo Process
Before you enter a credit memo, you must make sure that you have an
invoice in the system to offset the credit memo against.

In order to post a Credit Memo with MIRO, there must already exist at
least one open vendor invoice - posted, but not yet paid - to the same
Vendor, Fund, Funds Center, Commitment Item and Functional Area as
the credit memo; the dollar amount of the existing invoice(s) must be
equal to or greater than the dollar amount of the credit memo, by budget
quad combination. The GL account need not be the same on both
documents, but the commitment item must match.

The user must populate the Invoice Reference field with the document
number of an appropriate open vendor invoice - posted, but not yet paid
- parked documents will not work. The unpaid invoice can be either a
Direct Pay invoice or a Logistics (MIRO) invoice as long as the invoice
matches the credit memo on Vendor, Fund, Funds Center, Commitment
Item and Functional Area. If there are no open invoices matching the
credit memo, or if the dollar amount of the invoice(s) do not meet or
exceed the dollar amount of the credit memo, the credit memo will not
post and users will receive the following error message:

“Insufficient open items to same Fund/Funds Center/Commitment Item to
offset credit memo.”

Several reports exist in AASIS to help you locate an outstanding invoice.
FBL1N selected for the vendor displays open items for that vendor. If an
open invoice is not available, you may be able to locate an open goods
receipt which hasn’t yet had an invoice entered with transaction
ZPO_OPEN_INV.
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Entering the Credit Memo

Change the transaction field to credit memo.
Enter a document date, reference number, and amount.

The tax code must match the code on the original invoice and
purchase order.

4. Enter the purchase order number for which the credit memo is
being entered. This should be the original purchase order unless
the purchase order is from a prior fiscal year and was not carried
forward. The function of this field is to populate the line items from
the original PO that had the goods returned. Referencing the PO
will populate the Vendor, expense or asset account, Fund, Funds
Center, Commitment Iltem and other information from the original
PO. The user selects the line items and verifies the quantities on
the PO that will be reduced by the credit memo.

5. Make changes to the quantity and amount as needed to reflect the
guantity and amount of the credit memo.

Inyoice document  Edit Goto Systern Help

(V] A H eae CHE anhon BE &

Enter Incoming Invoice: Company Code ARK

Show PO structure | Show worklist | E|'_:|*| Hold lﬁsimuli 1 sages Help

Transaction Creditmemo ] Balanc
Basicdata | Payment | Details | Tax | Contacts | Note | 2 Endor 0100
_ HlouseauDi
Document date 0a/14/2006 Reference  55C “ 22 Costume
Posting Date 0a/14/2006 ORLANDO F
Amournt 21.48 UsD Calculate tax LIgA
Tax amount 1.50 P1 {Accounts Payahle 5. B 800-658
Text 3
FPaymt terms 14 Days net
Bageline date 08/14/2006 N Bank acct
Company Code ARK State of Arkansas Little Rock =

Purchase Order/Scheduling Agreement {3 450000102
4 Layou

“_lllem Amount Ciuantity 0.. |G Purchai PO text
;> 1 19.98 1([EASN[ ] 4EBDBB1B22|1H DISGUISE KIT

=
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6. Click the Details tab.

7. Enter the business area and assignment number.

Irvoice document  Edit Goto

& BldH @@ DR Bhan HE @F

Enter Incoming Inveice: Company Code ARK

Show PO structure Show worklist 5 Hold | |%% Simulate hMessages ’—r Hel
— eS| [ | o P

6 Transaction Credit memao e} QD@ Balance 0.0oc
Basicdata | Payment ' Detalls | Tax | Contacts | Mote | Wendor 0100000285
Clouseau Digguise Ca.
Unpl. Del. Csts 22 Costume Ave.
Currency UsD Exch. Rate 1.00000 ORLA 37
Doc. Type Invaice receipt Bl Inw. Party 1000008285 (WE=FY 7
Bus. Area a71a — 059 & 800-
Assignment 268 GiL 21100810808 —
Header Text
Flg level AP Planning Day  B8/14/20086 Bank acct
Furchase CrderfScheduling Agreement & 4500081022 Goodsfserice items
Layout All informal
‘|_|Item |amount |Quantity |0... |G |Purchase ... [item [PO text
[ il 19.98 1Ea [ 1l450e0e102210  [DISsUISE KIT

8. Click the Payment tab.
9. Enter the payment method.
10. Enter the house bank code.

11.1In the Invoice reference field, enter the number of an open invoice

for the vendor from the same fund, funds center, and commitment
item combination.

12.Click Simulate to view the posting.

Invoice docurment  Edit  Goto

& s eae 2R ahan BE @@
Enter Incoming Invoice: Company Code ARK 12
Show PO strusture || Showworkiist || G5 | | Hod || simulate Help
Transaction Credit memo z @OQ Balance .06
8 i —Payment | Defails || Tax | Contacts | Mote | ‘endar 0100000285
Clouseau Disguise Co
BaselineDt  03/14/20086 Pmntterrns  NT15 15 Days 22 Costume Ave.
Due on 08#14/ 2006 Days ORLAMDO FL 32837
Discount JsD Days net LISA
9 Fixed [|eno-ese-cass0ss [ ano-
ProtMethod W Prant Meth.Sup. Pmnt block Free for payment &
nv.ref.

House bank TREA Rcct
1 1 Fayment Ref. § 1 0
L |

Furchase OrderScheduling Agreement 4500001022

Goodsiservice items
Layout All infarmal

|_|Item |Amount |Quanmy |O...|@|Purchase... |Item |P0te>d
[ i 1908l 1Ea [T 7450000102208  MIRGLISE KIT
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13.View the posting. When you are satisfied that the posting is
correct, click the Post button.

Simulate Document in USD (Document currencyy

GIL Accimatfassetivend Amount Cu_. Purchasin . |tem T Jurisdict. Code Tax date Bu... |Cost dm|
2110001088 Clouseau Disguise G 21.48 USD P1 o718 IZ‘
2111001008 Goods Receiptinvoic 21.45-|USD 450000102210 P18411983201 0710416661~
SH9A020000\02 - Clothing & Relate 0.03-|USD [4500001022(10 P1(B411803201 0710416607

Paosition

ra|
[ N )

X}

0D

[ _E J[+][]

Debif: 21.48 13 .48 Bal. 0.00
Back Puo:

F@ Document no. 271 created

More Notes on Credit Memos

The Invoice Reference is necessary to ensure that the credit memo has the
same baseline date and payment terms as the unpaid invoice. This will
ensure that the credit memo and invoice net against each other in the same
payment run and properly reduce the payment to the vendor. If the credit
memo and invoice do not have the same payment terms and baseline date,
they will be considered in different payment runs and will not net properly.

Finally, if there are multiple open invoices that match the credit memo vendor
and budget quad fields, the credit memo will not clear in the payment run if it
does not properly reference one of the invoices; AASIS will not choose which
invoice to net the credit memo against and will leave it open, which means the
vendor will be overpaid.

The invoice number in the Invoice Reference field, if it is a MIRO invoice,
might be associated with a different PO than the one referenced in the
Purchase Order/Scheduling Agreement field. The POs can be different
because these fields serve different purposes in the credit memo.

The function of the Invoice Reference is to set the Payment Terms and
Baseline Date on the credit memo, and to determine an invoice to clear
against in the event there are several available in the designated payment
run.

The function of the Purchase Order/Scheduling Agreement field is to
populate the line items and vendor information in the credit memo.
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One other field that must match in order for the credit memo to clear properly
in the payment run is the Payment Method. If the invoice Payment Method is
W (Warrant) and the credit memo Payment Method is A (ACH), the two
cannot net in the payment program. Payment Method fields that do not
match will not prevent a user from posting a credit memo, but it will prevent
proper clearing.

YOUR AGENCY MUST FOLLOW A CREDIT MEMO WITH A RETURN
DELIVERY OR GOODS RECEIPT CANCELLATION TO REDUCE THE
QUANTITY RECEIVED.

What If We Don’t Have an Invoice that Matches the Credit Memo?

If you cannot post a credit memo, either because there are insufficient open
items or because an asset from a prior fiscal year is involved, request a
refund from the vendor. The refund check should be deposited as a Refund
to Expenditure and the rest of the Refund to Expenditure process followed to
adjust the appropriate expenses. If the Refund to Expenditure is for an asset,
you should verify that the asset balance has been properly adjusted after all
documents are posted. Credit memos for assets will be covered in detail
later in this course.

What If | Need to Reverse the Credit Memo?

MIRO credit memos should be reversed if there is an error on the document
and the whole thing needs to be re-entered. Use transaction MR8M for
reversals, but be aware that the document description is still “Credit Memo”.

Exercise 1: Find an open invoice to offset your credit memo and enter the
assigned credit memo for an expense.

When Do | Use Subsequent Credit?
Subsequent Credits should be posted using transaction MIRO IF:

1. The original invoice for the goods or services was associated with a
Purchase Order.

2. You have received a credit from the vendor and need to reduce a
future payment. (If you receive a refund check from the vendor,
process the reimbursement as a Refund to Expenditure rather than a
subsequent credit.)

3. There should be no change to the quantity received and/or quantity
invoiced.

In order to post a subsequent credit with MIRO, there must already exist at
least one open vendor invoice - posted, but not yet paid - to the same
Vendor, Fund, Funds Center, Commitment Item and Functional Area as the
subsequent credit; the dollar amount of the existing invoice(s) must be equal
to or greater than the dollar amount of the subsequent credit, by budget quad
combination. The GL account need not be the same on both documents, but
the commitment item must match.

170



Accounts Payable Basics—Logistics Invoice Process
Chapter 18 Credit Memos and Subsequent Debits and Credits

How Do | Enter a Subsequent Credit for an Expense?

Before beginning the MIRO process, locate an invoice to use to offset the
credit.

You must populate the Invoice Reference field with the document number of
an appropriate open vendor invoice - posted, but not yet paid - parked
documents will not work. The unpaid invoice can be either a Direct Pay
invoice or a Logistics (MIRO) invoice as long as the invoice matches the
subsequent credit on Vendor, Fund, Funds Center, Commitment Iltem and
Functional Area. If there are no open invoices matching the subsequent
credit, or if the dollar amount of the invoice(s) do not meet or exceed the
dollar amount of the subsequent credit, it will not post and you will receive the
following error message:

“Insufficient open items to same Fund/Funds Center/Commitment Item to
offset credit memo.”

The best way to locate an offsetting invoice is with transaction
ZPO_OPEN_INV as discussed in Chapter 4.

Use the MIRO transaction to enter the subsequent credit.

Menu  Edit Eavarites

< CaR BH
SAP Easy Access AASIS MENU
B3 % & |

[ Favorites
=2 {3 8AF menu
b [ office
7 {3 Logistics
7 i Materials Management
= {3 Purchasing
< (=3 Purchase Order
I [ Create
) MEZ2M - Change
2 MEZ3M - Display
2 MEZ24 - Maintain Supplement
2 MEMASSPO - Mass Maintenance
P 1 Release
[ 1 List Displays
B [ Reporting
B [ Inbound Delivery
= 3 Fallow-On Functions
2 MIGO - Goods Receint
[» (1 Senice Entry Sheet
it} MIRO - Logistics Invaice Verificatian!
£ hill RP - Perindir Immirinn Plan
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Change Transaction to Subsequent credit.

On the Basic data tab, enter the date in the Document date field.
Enter the related invoice in the reference field:

Enter the amount of the credit in the Amount field.

o > Ddh -

If the item is tax relevant, choose the appropriate tax code and
select calculate tax.

Enter text as desired.
Enter the purchase order number.

© N o

Enter the amount of the credit in the amount field on the item line.
9. Click the Details tab to continue.

Inwoice document  Edit  Goto System Help

(] 2@ e DHE OhLO BE @

Enter Incoming Invoice: Company Code ARK
Show PO structure | Show worklist | L‘ﬂ| Hold ||f# Simulate H—WMMges Help

Trang Q Subsequent credit E 1 OO Balance 0.00 USD

Basicdata | Payment | Details | Tax | Contacts F Wendor 0100000146
I y '_“| Junk Food Junkie's
Document date O8/14/2006 2 rence 253 [ Doughnut Loop
— >Flosting Date O8/14/2006 12 5 TTLE ROCK AR 72207
4 r‘ Atnount 10008 UsD [v] Calculate 54
Tax amount o.og PO (Accounts Payable 5. B 888-665-0158-154 888—665—1258
Text subsequent credit
FPaymtterms Due immediately
Baseline date 0841472006 6 Hank acct GE55387T
Company Code ARK State of Arkansas Little Rock ouveal Riche Bank of Atkansas
[ — |
Furchase Order/Scheduling Agreement & 4500001023 7 Goods/service items g
Layout All information ]
8 (|amount Quantity 0... |G |Purchase ... [tem [P0 text Taxcode | |
mk 100. 00 100[C5 | [] 4599991923|1D Cheez Doodles PO (.“.CCDun‘t|_|

172



Accounts Payable Basics—Logistics Invoice Process
Chapter 18 Credit Memos and Subsequent Debits and Credits

10.Enter the business area.

11.Make entries in the Assignment field and Header Text fields as
desired.

12.Click the Payment tab to continue.

Invoice document  Edit Goto Systern Help

& 2l B Ca@ SHEA AhLan I BE @

Enter Incoming Invoice: Company Code ARK

Show PO structure | Show worklist | EEH Hold | % Simulate | Messages Help

Transact 12 Subsequent credit | ©0@ Balance [.08 [USD
Basic data Paymhent  Details k Tax k Contacts k Mote | Yendar 0100000146
‘ Junk Food Junkie's
Linpl. Del. Csts

10 Doughnut Loop

Currency usD Exch. Rate 1.0000a 1 0 ITLE ROCK AR F2207
Doc. Type Irvaice receipt B Inv. Pary 100008146 A

Bus. Area ar1o 888-665-0158-154 888-665-1258
Azsignment 775 GIL 2110081808
Header Text
Fly level 27 AP Planning Day  08/14/2006 Bank acct GE558877
MWouveau Riche Bank of Arkansas o
| 11
P f8cheduling Agreement Z) 4500081023 Goodsfservice items &
Layout All information [
|Item Amount Quantity 0... |[& |Purchase ... |ltern PO text Taxcode | |
I It 18000 10005 | [ ] 450008102310 Cheez Doodles (al} (.ﬂ.ccoumﬂ
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13. Enter the payment method:

Look at the payment method for the offsetting invoice. Put the same
payment method here. If the invoice Payment Method is W (Warrant)
and the subsequent credit Payment Method is A (ACH), the two cannot
net in the payment program. Payment Method fields that do not match
will not prevent a user from posting a subsequent credit, but it will
prevent proper clearing.

14.Enter the house bank.

15. Enter the MM number of the offsetting open invoice in the Invoice
reference field.

16.Press the Enter key. AASIS will enter the fiscal year and return the
message “Data was copied”.

17.Click the Simulate button.

Invoice document  Edit  Goto

Sys

@ aE @@ SHE ODLHO BE @&
Enter Incoming Invoice: Company Code ARK

Show PO structure || Showworklist | | & | | Hold IWSimulate{—\-M‘ 17 Help

Transaction Subsequent credit p| OO Balance .08 USD
Basicdata ' Payment | Defails | Tax | Contacts | MNote | Wendor 0100000146
Junk Food Junkie's
BaselineDt 08/14/2006 Prmntterms 0001 Days 10 Doughnut Loop
Due an B8/14/2006 Days LITTLE ROCK AR 72207
1 3 aunt LIsD Days net LI5A
Fixed . 888-665-0158-154 888-665-1258
hig W Pmnt Meth.Sup. Frant block Free for payment @
In.ref. 270 2007
House hank TRELS 14 Rt BE65588TT
/4 Payment Ref, au Riche Bank of Atkansas [ o
1 5 rder/Scheduling Agreement 4500001023 Goodsfservice items g
Layout All information ]
|:|Item Armount Quantity 0. |E2 |Purchase ... [lterm |PO text Taxcode | |
|_| 1 100. 88 18865 | [ ] 45!38891923|1B Cheez Doodles (&} (.ﬂ.ccoun1|_|

|(D) Data was copied_—— 16

PlETR (5
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The simulation will show a credit to the vendor account and debit to the

expense account. (The expense account code is derived from the
purchase order that you entered in step 7.)

18. Verify that the posting is correct and click the Post button.

AT Y T R ]

A|GIL Accimatiassetvend  |Amount Cu... |Purchasin... [ltem |T.[Jurisdict Code Tax date Bu... Cost
1[K[2110881008 Junk Food Junkie's £ L. 10080 USD Fa BE10 [«]
3/5/5090619008 Food Purchases 108.00-USD |4500000832[10  PO[E411903207 951938329'@

[4]
[~]
(D]
100,80 Credit  100.00 Bal. 0.00

Back Pustﬁ 18

AASIS returns a document number for the subsequent credit.

@ Document no. 254 created

Tips for Subsequent Credit Entries

You must make an entry in the invoice reference field on the payment tab. If
you don’t you won'’t be able to post a document and the message will say
“‘unspecified error”.

The Invoice Reference is necessary to ensure that the subsequent credit has
the same baseline date and payment terms as the unpaid invoice. This will
ensure that the subsequent credit and invoice net against each other in the
same payment run and properly reduce the payment to the vendor. If the
subsequent credit and invoice do not have the same payment terms and
baseline date, they will be considered in different payment runs and will not
net properly.
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Finally, if there are multiple open invoices that match the subsequent credit
vendor and budget quad fields, the subsequent credit will not clear in the
payment run if it does not properly reference one of the invoices; AASIS will
not choose which invoice to net the subsequent credit against and will leave it
open, which means the vendor will be overpaid.

The invoice number in the Invoice Reference field, if it is a MIRO invoice,
might be associated with a different PO than the one referenced in the
Purchase Order/Scheduling Agreement field. The POs can be different
because these fields serve different purposes in the subsequent credit.

The function of the Invoice Reference is to set the Payment Terms and
Baseline Date on the subsequent credit, and to determine an invoice to clear
against in the event there are several available in the designated payment
run.

The function of the Purchase Order/Scheduling Agreement field is to
populate the line items and vendor information in the subsequent credit.

When you display the posted MM document, it will be listed as a “credit
memo” instead of a “subsequent credit” in the transaction field.

Order Unit ZLS (Lump Sum)

If the PO line item has an order unit of ZLS, DO NOT POST a subsequent
credit—post a credit memo instead.

Subsequent credit for fixed assets is covered in detail later in this chapter.
Exercise 2 Enter the assigned subsequent credit for an expense.
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What Is a Subsequent Debit?

Use a subsequent debit when you receive an additional invoice from a vendor
because you were undercharged, increasing the total invoiced value, not the
total invoiced quantity.

Subsequent Debits should be posted using transaction MIRO |[F:

1. The original invoice for the goods or services was associated with a
Purchase Order.

2. You have received an additional invoice from the vendor and need to
increase a future payment.

3. There should be no change to the quantity received and/or quantity
invoiced.

The process for a subsequent debit is the same as for a subsequent credit,
except the vendor is receiving an increased payment rather than a reduced
payment. You won’t need an offsetting payable invoice.

How Do | Enter a Subsequent Debit for an Expense?
Use transaction MIRO to enter a subsequent debit.

Menu  Edit  Favorites erm  Help
& a4 Can 2H
SAP Easy Access AASIS MENU

BE| & |

[ Favarites
= (=3 SAP menu
> [ Office
= {4 Logistics
= 3 Materials Management
= ‘{4 Purchasing
= i Purchase Order
b [ create
) MEZ2M - Change
) MEZ3M - Display
2} ME24 - Waintain Supplemant
2} MEMASSPO - Mass Maintenance
> [ Release
> (13 List Displays
[» 1 Repaorting
B [ Inbound Delivery
= {3 Follow-0On Functions
2 MIGO - Goods Receipt
[» 1 Service Entry Sheet
@ MIRO - Logistics Invoice Verification]
= Wl RP - Patindic Inwniring Plan
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1. Change Transaction to Subsequent debit.

AR

select calculate tax.

© © N o

Invoice document  Edit Goto

Enter text as desired.

Enter the purchase order number.

On the Basic data tab, enter the date in the Document date field.
Enter the related invoice in the reference field.
Enter the amount of the debit (including tax) in the Amount field.

If the item is tax relevant, choose the appropriate tax code and

Enter the amount of the debit in the amount field on the item line.
Click the Details tab to continue.

z <1|®Q|QE][%|$3@@@|[E|@

Enter Incoming Invoice: Company Code ARK

Show PO structure

Shovy weorklist |

QD| Hold & Simulate | £ Messages Help

8

T Subssguent debit 1 3 Balance 8.00 USD
59
Details k Tax k Contacts | N Yendor 0100000280
|| astas
Invoice date Q841472006 Reference 5763395D T8 M. Thinman Rd.
Fosting Date Q841472006 5 EL PASO T 79901
_srmount 2500 UsD Calculate%‘ UsA
Tax amount oo U (AR Use Tax . 87 7-897-5678-258 888-??9-9989
Text Additional Charge for Trench Coat
FPaymt terms 15 Days net
Baseline date 0841412006 6 E‘ Bank acct
Company Code  ARK State of Arkansas Litlle Rock = i o
Furchase CrdenScheduling Agreement & 4500001 D2Yﬁ Goodsiservice items e
7 Layout All infarmation ]
gl Amount Cluantity 0...| G2 |Purchase ... [ltem |PO text Tax code |
_"_rl% 1 25.00 1EA [ | 4500031321 10 TREMCH COAT U1 (AfP U
[ 1 ? AFa LT T4RARART A2 2R CAMER S 11 (8P IIFF
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10.Enter the business area.

11.Make entries in the Assignment field and Header Text fields as
desired.

12.Click the Payment tab to continue.

Invoice document  Edit  Goto

Bld P @@ SHE nhan BE @ m
Enter Incoming Invoice: Company Code ARK

Shaow PO structure

Show worklist | L'Ef| Hold | & Simulate | £ Messages Help

T 12 Subseguent debit ] Balance .80  USD
k=
Basic data Payment = Details k Tax k Contacts k MNote | Wendor 0100000280
Asta's
Unpl. Del. Csts 78 M. Thinman Rd.
Currency lsD Exch. Rate 1008 10 EL PASO TX 79401
Doc. Type Invoice receipt & Inv. Party 10080 VI=1%
Bus. Area ario . 877-8497-5678-258 888-??9-9989
Assignment 00510001752007 GiL 2110801000
Header Text
Plo level XA Planning Day  08/29/2006 Bank acct
11 R o
Ie Crder/Scheduling Agreement &) 4500001021 Goodsiservice items &
Layout Allinfarmation g
| [item  [amount GQuanity 0. |G |[Purehase .. [tem [P0 test Taxcode | |
|‘Ij 25.00 1EA |[] 450000102110  TRENCH COAT U1 (A/P  Us
2| ZER [[] 4508001021 20 CAMERA U1 (AP UEH
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13. Enter the payment method.
14.Enter the house bank.

15.Press the Enter key. AASIS will enter the fiscal year and return the
message “Data was copied”.

16. Click the Simulate button.

Inwoice docurment  Edit  Goto

B dH CEe CHE DDLaO BE @0
Enter Incoming Invoice: Company Code ARK

Show PO structure || Show worklist | I-‘Ef| Hold | 3% Simulate | &d 16 Help
B L Balance 0.08 UsDh

Transaction Subsequent dehit
Basic data = Payment k Details k Tax k Contacts k Mote | endor 0100000280
Asta's
BaselineDt  05/14/2006 Pmntterms NT15 15 Days T8 M. Thinman Rd.
Due on O8/29/2006 Diays ELPASO T 79901
Et UsD Days net LISA
1 3 Fixed . 877-897-5678-258 888-??9-9989
W Pmnt Meth Sup. Pmnt block Blocked for pay.. &
Ir.ref. 265 2007
Fart. bank House bank TRERS %ﬂit
Payrent Ref. ol
Purchase OrderScheduling Agreement & 4500001021 IE’ Goodsiservice items g
Layout All infarmation
—lltem Amount Clantity 0...|E2|Purchase ... |Item PO et Tax code
| 1 25.00 1ES ||| 45003310821 |1B TRENCH COAT U1 (8P Us
Ii
|(D) Data was copied ——— 15 [ | ETR {1 (5°
L |
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The simulation will show a credit to the vendor account and debit to the
expense account. (The expense account code is derived from the
purchase order that you entered in step 7.)

17.Verify that the posting is correct and click the Post button.

e e

Sirnulate Document in S0 (Document currency)

Fosition A GIL Accimatiassetivend Amount Cu.. |Purchasin.. |ltem |T.|Jurisdict. Code Tax date Bu... [Cost d|
12118001008 |Scaly Critters Reptile . 4.30-UsD P 0610 E|
3|5(5A3ANARA0A|02 - Building & Groun. 430 |JSD 4500000836(10  |P1/2411903201 Ag1 39329-@

; [~]

E1[D [ | 18 [N

Debit: 4.30 Credit  4.30 Bal. .00

Back Post | 3

AASIS returns a document number for the subsequent debit.

F@ Document no. 261 created

Tips for Subsequent Debit Entries

You must make an entry in the invoice reference field on the payment tab. If
you don’t you won’t be able to post a document and the message will say
“‘unspecified error”.

When you display the posted MM document, it will be listed as a “credit
memo” instead of a “subsequent debit” in the transaction field.

Order Unit ZLS (Lump Sum)

If the PO line item has an order unit of ZLS, DO NOT post a subsequent
debit. The Purchasing and Goods Receipt staff should create a new line item
(or change the quantity on the existing line item) and post a new Goods
Receipt for the additional amount/quantity. Accounts Payable staff can then
post a new MIRO Invoice.

181



Accounts Payable Basics—Logistics Invoice Process
Chapter 18 Credit Memos and Subsequent Debits and Credits

Exercise 3: Enter the assigned subsequent debit for an expense.
Subsequent Debits and Document Blocks

If the subsequent debit is more than $100 or 10% of the value of the amount
of the original invoice, AASIS will block the document for payment. When the
document is posted, AASIS will return a “blocked for payment” message.

F@ Document no. 2868 created (blocked for payiment)

Can | Unblock the Document?

In the case of a system block for quantity, you should never manually
unblock the invoice. Since quantity is not affected in the subsequent debit,
the invoice can be manually unblocked.

How Do | Unblock the Document?
Use transaction MRBR to unblock the subsequent debit document.

Menu  Edit  Eave Help

IR

SAP Easy Access
BE| & EHE 2 -

I> 1 Favorites
= {3 SAF menu
b [ office
I 1 Cross-Application Cormponents
= {3 Logistics
I [ materials Management
[ |1 sales and Distribution
< 3 Logistics Execution
> [ Inbound Process
b (1 outbound Process
I> (1 Intemnal Whse Processes
7 4 Transpotation
[P Transportation Planning
> 1 Execution
= Shipment Costs
b [ Create
b [ Change
2 VI03 - Display
[ [ Lists and Logs
= 4 Freight Invoice Check
2 3 Logistics Invaice Verification
> (1 Document Entry
= {3 Further Processing
@ MIR4 - Digplay Invoice Document
) MRBM - Cancel Invaice Document
2 MRER - Release Blocked Invoices
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1. Enter the invoice number, or make entries to narrow down the
search.

2. Click the Execute button.

Program  Edit G

Release Blocked Invoices

@
~—— 1

Selection of bloc]

Company cods 2 ARK o 7

Invoice document 286 o

Fiscal year 2006 to

Wendor to

Posting date jul

Due date to

Purchasing aroup jul

User to
Frocessing

@ Release manually ' Release autornatically

[IMove cash disc. date

Blocking procedure

@ Blocked due to variances
O Manual payment block

) Btochastically blocked

Display options
Variant

3. AASIS will return a list of documents according to your
specifications. Click on a document number to display it.

List Edit Goto Wiews Seftings Systern Help
B 0B Cee SHE DDLHL AR @
@2 |°-t~9se Blocked Invoices

e S fn AEAEBE AT T 2% & &

ZEHT 0N EHeE S

L
|§| Dac. n\ Year|Crey  |TranslDate Exchange rate|Leur |T..|Posting Date | CoCd Invoicing ply. |Mame User name Bline ¢
|@ 2006 |USD |0B/30/2006 1.00000 RE|06/30/2006 |ARK (100000162 |OFFICE PRODUCTS PHORR 06130

4. Verify that this is the document that you want to unblock.
5. Click the back button to return to MRBR.

System  Help

Invoice document  Edit - Goto
afd B
Display Invoice Document 286 2006

Show PO structure | Follow-on documents

a0 EE @m

Transaction Invoice fed} 286 2006
Basic data | Payment | Details | Tax | Contacts | Note | 4 100000162
7 orrTor PRODUCTS
Invoice date A6/30/ 2006 Reference 285 55686 Business Bhd.
Posting Date B/ 30/ 2006 LITTLE ROCK AR 72202
Amount 215.00 ush V| Calculate tax LISA
Tax amount 15.00 P1 {Accounts Payable 5. & . 885-665-0174-170 888-655—1 274
Text Addiional Charge
Pavmtterms Due imrmediately
Baseline date O6/30/2006 ~ Bank acct 22558809
Company Code ARK State of Arkansas Little Rock E Big Buck Bank i o
Layout All information it}
| itern  [Amount Quantity ... |Cg Purchase .. |ltem  |POtext Taxcode |
[ 1 200.00 1ER 450000084710 |Computer Dell P1 (Accountl’
|
|
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6. Scroll over to view blocking reasons.

List Edit Goto Wiews Seftings Systern  Help

2 4B eaa SRS a0 00 I EA @ m

Release Blocked Invoices
T Blocking reason @@E|E|E‘ = ?|E%|dj| @@@%u&|@ﬁﬁ|

Doc. no. Year|Crey | TranslDate Exchange rate|L.cur |T...|Posting Date | CoCd Inwoicing phy. |Mame User name Bline ¢
286 2006 |USD  |06/3062006 1.00000 RE|06£30/2006 |ARK |100000162 |OFFICE PRODUCTS FHNORR 06304
| l—
[ ]] Z I[«J[x]
[ [ETR 1¢a14) sapeqs | INS %

The X in the BlockR Pr column indicates that the document blocked because
of price. This is the field that you want to release.

7. Click the field so that it is highlighted.
8. Click the delete blocking reason button.

List Edit Goto Wiews Settings Swystern  Help

2B e@aE@ SHE DD s BRI @ m

LV

Release Blocke g |

ﬁEIockingreason£E|éﬁ?|E%|dj|@E@%u&|@ﬁﬁ| 7

PGr|Ref. doc. Year| ltem|...|CTyp |Caontr. key Quantity| Order unit |50 Opg Qty BlockR Pr. Vua ItA Dte Man Difference
C00{5000000795 | 2006 1 1.000 |EA H X

|
The document will be deleted from the list and a message will appear at the

bottom of the screenwith the number of invoices released.

=

=08 CQQ QNE DOhon BR @8

PR Release Blocked Invoices

AEORE AT 8% @ OHTATSE/ @D

[i@loe.no. | vewr|Crey | TransiCrate | Eschang rate|Lcw |T. | Posting Date| CoCo ivaicng ty. [Mame (Ut naeme [ ane d

an
L [ETR 11510 0 sapeas W8~

[0 1 wscas released

Exercise 4: Release the document block created by the subsequent debit
you entered in the last exercise.

184



Accounts Payable
Basics — Logistics
Invoice Verification
Process

Chapter 19
Invoicing Fixed Assets



Accounts Payable Basics—Logistics Invoice Verification Process
Chapter 19 Invoicing Fixed Assets

What Is the Difference between a Fixed Asset and an Expense?

A fixed asset generally has a longer useful life and a greater initial cost than
an expense. The Arkansas Financial Management Guide defines assets and
expenses as follows:

Capital Assets - Assets that meet the State's capitalization policy such as
land, improvements to land, easements, buildings, leasehold improvements,
vehicles, machinery, equipment, works of art and historical treasures,
infrastructure and all other tangible or intangible assets that are used in State
operations and that have initial useful lives extending beyond one year.
Capital assets do not include depletable resources such as minerals or
timber.

Expenses - Decreases in net total assets. Expenses represent the cost of
operations incurred during the current period regardless of the timing of the
related disbursements.

How Do | Enter a MIRO for a Fixed Asset?

Your agency has received the following invoice from a vendor:

Pedal Sweat of Oklahoma
55 Freewheel Ave.
Tulsa, OK 74104

INVOICE

Invoice Number: 227683
Your Purchase Order: 4500001024
Invoice Date: 8/23/2006

1 Deluxe Recumbent Exercise Bicycle......ccurummmmnnnnnnannas $1,860.00
Shipping and Handling....cccuseeemssmsssssasssssssssssssssnssssssnssnsnsssnnnnnnnns 25.00
SaleS TaAXuiurarmamsanmsnmssnassansasnssssssssssssassassasssnnsssssssnnssnnnnnnnnnnnnnnnnn 141.38
I - $2,026.38
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You were able to match the invoice to the following purchase order:

JH @@ C@E fhan BE @m
Standard PO 4500001024 Created by Colleen Voliman

| Document overview on || \El | |@ Print preview || Messages || Personalserting|

Standard PO B | 4500001024 100000256 Pedal Sweat of Oklah... 08/10/2006
b5 ltem |A || |Material Short text PO quantity 0... |Deliv. date |Met price curr... |Per
10 A | 10108279 EXERCISE BIKE 1)EA D|B8/31/2006 1,860.00USD 1
0]

o] [=] sl ST

b [10]10100279 , EXERCISE BIKE gl |a
Material data | Quantities/weights rDeimysmanle Delvery . Inwoice | Conditiens = Account assignment

|@|[ 12| Accasscat isset @ Distribution Single account assignm .. CoCode State of Arka.. @
Business Area a7ie

Asset 200034582

CO Area ARK Note the asset number

Cost Center SR instead of GL Account

Order

WBS Element

Fund PWP2000

Functional Area HHE

Funds Center 896 Commitmentitem  512:00:11
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3 e — 68/10/2006
osting Date Ba/10/2006 :
I —
Amount 2,026.38 [w] Calculate tax

Accounts Payable Basics—Logistics Invoice Verification Process
Chapter 19 Invoicing Fixed Assets

Use the following steps to enter the invoice:
1. Enter the Invoice Date

2. Type the vendor’s invoice number in the Reference field.

3. Enter the amount of the invoice including tax in the “Amount” field.

4. Check the “Calculate tax” box if you want the system to calculate the
tax. You may also enter the tax amount in the “Tax amount” field.

5. Choose the “P1” tax code.

6. Enter textin the “Text” field if needed.

7. Enter the PO number.

8. Check the order unit. Be sure it is not ZLS. ZLS order unit causes

the wrong value to be posted to the asset.
9. Click the Details tab to continue.

Note: If ZLS is the order unit, have the PO corrected before posting
the invoice.

Invoice document Edit Goto Systern  Help

& 290 @ SHE DO BE @ M

Enter Incoming Invoice: Company Code ARK

Show PO structure | Show worklist | qE‘f| Hold % Simulate | H Messages Help

Transaction Invoice =] 9 @00 Balance 26.88 USD

icdata | Payment | Details Contacts | Mot 2 Vendor 0100000256
1 Pedal Sweat of Oklahoma [l

Z1 I
4 nce 227623

55 Freewheel Ave.
TULSA OK 74104
USA

Tax amount 130.50 P4 {Accounts Payable 5. B . BYT7-567-8941-567 B77-567-8942

Text Invoice #227683 RecumbentElike| 6

Paymt terms 15 Days net

Baseline date Ba/10/2006 3 Bank acct

Company Code ARK State of Arkansas Little Rock E i o

Purchase Order’Scheduling Agreeme.. 4500001024 { Goods/sernvice items el
|8—Layout All information g

|:|Item Amount Quantity 0.. | |Purchase ... It% Tax code |:|

| | 1 1,860.00 1EA |[] /45000810241 EXERCISE BIKE P1 (Accouni[”]

Note: This is the same procedure as entering an expense MIRO.
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10.The only required field on the Details tab is the Business Area.

11.Enter information in the assignment field. The assignment field will

print on the remittance. The recommended entry is the invoice
number.

12.Enter information in the Header Text field. Header texts will also print
on the remittance.

13.If there are unplanned delivery costs, enter them in the Unpl. Del. Csts.
field.

14.The Planning Day field date is defaulted from the PO and is system
derived. Do not change this field. The date will not affect the payment.

15.The vendor number is derived from the purchase order.

16.Click on the Payment tab to continue.

document Edit Got em Help

& B HICEe SHE BDLOH0 EE @b
Enter Incoming Invoice: Company Code ARK

Show PO structure Show worllist [T

| Hold | [ simulate | B Messages Help

Transaction Invoice 1 6 & Balance
H < 15
Basicdata | Paymeft ' DE’ ax | Contacts | Mote | %
13 Pedal Sweat of Oklahoma
Unpl. Del. Csts 25.00 55 Freewheel Ave.
Currency usD Exch. Rate 1.060060 TULSA OK 74104
oc. Type Invoice receipt B Inv. Party 100000256, USA
1 1 Bus. Area a71e ﬁ 1 0 B 877-567-8941-567 877-567-8942
SSIgnme 227683 GIL 21100010 Ly
Header Text Recumbent Exercise Bike|
Plg level AP '\ Planning Day 08/25/2006 Bank acct
12 \ i ol
14
Purchase Order/Scheduling Agreeme. 2] | 4500001024 @ — Goodsisenice items 3
Layout Allinformation g
|:|Item Amount Quantity 0...|[2|Purchase ... [item |PO text Taxcode | |
| | 1 1,860.00 1EA | [] 450000182410 EXERCISE BIKE P1 (Accouni|]
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17.The Pmt. Method field is a required field. Enter “W” for warrant being
paid from a treasury account. Enter “C” if the invoice is being paid by
check from the agency bank. Enter “A” for a direct deposit from
Treasury into the vendor’s account.

18.The House Bank is also a required field. Enter TREAS if the invoice is
payment methods “A” & “W” being paid from a treasury account. Enter
your AASIS house bank if payment method is “C” and being paid from
an agency cash account.

19.Check the Payments terms field. Change the payment terms as
desired. AASIS will pay the vendor on the date based on the number
of days you select from the baseline date.

20.The payment reference field is used to control the number of payments
sent to the vendor. Make an entry in this field to generate a separate
payment for this invoice. To combine all invoices in one payment,
leave it blank or enter the same reference for multiple invoices to be
combined.

21.Click on the Tax tab to continue.

Invoice docurnent  Edit  Got

& 2AE CEQ DHE ODDLO BE @
Enter Incoming Invoice: Company Code ARK
Show PO structure | Show worklist | L‘Hl Hold [ Simulate | Messages Help
Transaction Invoice 21 QO Balance o.08 UsD
Basicdata = Payment | Details | Tax | Contacts || Note | Vendor 0100000256
Pedal Sweat of Oklahoma (=]
BaselineDt 08/10/2808 Pmntterms NT15 19 55 Freewheel Ave.
Due an QB8 /2572008 Days TULSA OK 74104
Discount UsD Days net USA
17 Fixed | |e77-567-8941-567 877-567-8942
Pmt Method W Pm Pmnt block Free for payment &
Inv.ref.
Part. bank House bank treas
: ~ H
Payment Ref combine payments| Am 20 Fnfell
Furchase Order/Scheduling Agreeme.. E 18 4 Goodsiservice items &
Layout All information g
| tem  |Amount Quantity 0...|[@ |Purchase . |item |PO text Tax code |:|
| | 1 1,860.00 1EA | [] 450000182410  EXERCISE BIKE P1 [Accounlﬂ
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No entry is required. Tax data is copied from the basic data tab.

22.Click on the Contacts tab to continue.

Edit

Gata Help
2 a0 @@ DHE DL

Enter Incoming Invoice: Company Code ARK

Imvnice docurment Systemn

Show PO structure | Show worklist | qﬁ’| Hold | P& sim) 22  pssages H

Transaction Irvenice e r
k=

Basic data k Payment k Details ~ Tax k Contacts k Mote | E

I

Tax Data J ]
rTax doc.c... |Tax code Jurisdict. Co..

= oy |

E
&l | il et proposal |
E

i

141.38 P (Hu:ccuunts...i;]I34EIS3B4EEl1H Calculate tax
[4]
[+]

|_ Delete Row |

Qo] nln [

En

You can view contact information from the Contacts tab. If you have a
problem with a line item on the invoice, you can look at this tab to know who
you can contact.

23.Click on the Note tab to continue.

System

3 Help

40 @@ DEE nThOoOn

Enter Incoming Invoice: Company Code ARK

Invoice document

Edit

Goto

Show PO structure  Show worklist | LEH Hold (B3 Simulate | Messages | |[E

Transaction Invoice e 23
= Z

Basic data k Fayment k Details k Tax = Contacts k Mote |

Invoice item 1
Short Text EXERCISE BIKE
Requisitioner Armstrong

Buyer Colleen Vollman
D 633-2000 2090

GR processor Colleen Vollman
D 83-2090 2090

Purchase Order/Scheduling Agreeme.. &1 | 4500001024
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24.You can enter notes on the Note tab. This information is for internal
use only; it does not print on the invoice or remittance.

25.When the document is balanced between debits and credits, the
stoplight style indicator will show green and the balance will show “0”.If
the stoplight style indicator shows red or yellow the document has
issues. Reasons may be that the document is not balanced between
debits and credits, there is a budget error, the document value is over
the tolerance set (10% or $100.00), or the period is not open.

26.Click the Simulate Button to view the document as entered.

Irwoice document  Edit Goto Systern Help

& B JdH @@ R anasn HEE @
Enter Incoming Invoice: Company Code AR| ¢ 25
Show PO structure || Show worklist | 5 | Haold | [f# Simllats ESSages Help

Transaction Invaice g Balance 0.00 Ush

Basicdata | Payment | Details | Tax | Contacts = Mote Wendar 0100000256
Fedal Sweat of Oklahoma

I:I:I:I A5 Freewhee| Ave.

Purchase of asset 24 TULSA Ok 74104
LISA

| a77-557-8041-567 877-567-6043
[l I[«]l»]

* Li1,Cola Ln1-Ln1of1lines Bank acct

27.View the document. You may post from this screen or hit the back
button to make changes to the document.

NOTE: Verify that the cost center, fund, funds center and commitment
item are correct before you post the document. If you see any errors,
contact the person on the contact tab.

Simulate Document in USD (Document currancy
‘osition G Accimatiassetivend Armount Cu.. \Purchasin.. (ltem (T |Jurisdict. Code Tax date Bu... |Cost dE|

12110001000 Pedal Sweat of Oklah .. 2, 026.38-|UsD P [0a00 El
232111001000 |Goods Receiptinvaic . 1,999.50 |USD 4500000834110 P1|E4E8304601 0900 (44501 E|
3181990158088 |Eguipment (Modified) 26.88 |USD 4500000834110 P1B408 304601 0900 (44561

| El— S — ]

— 27 :

Dehit! 2,026 33 Credit 2,026 38 Bal. 0.00

Back Post |3
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28.Note the document number at the bottom of the screen. This will be
the MM document number. There will also be other document
numbers created at the same time for the document posting in the Fl,
FM, SPL, and Controlling modules of AASIS.

F@ Cocument no. 265 created 4

How Is This Different from Posting an Expense MIRO?

So far, the process is the same from the MIRO standpoint. The asset was
derived in the purchase order, not in the MIRO document. The accounting is
different for the posted asset, as follows:

You can display your document and drill down to view the postings in
transaction MIR4.

Use the following steps to view the documents;
1. Open transaction MIR4.

Extras ste

ald HICAa |3 E
SAP Easy Access AASIS MENU

BE| | |

[ Favarites
= {3 GAP menu
> (3 office
< 3 Logistics
= 4 Materials Management
b [ Purchasing
b 3 Inventary Management
<~ {3 Invaice Yerification
> [ Invaice Verification

= {3 Logistics Invoice Verification
b (1 Docurment Entry 1
= ‘=4 Furthet Processing

@ MIR4 - Display Invoice Document

72 MR&M - Cancel Invoice Document
22 MRBR - Release Blocked Invoices
2 MIRE - Invoice Overviaw

() MRAD - Output Messages

tenu  Edit  Favorites

2. Enter the MM document number. This is the number you saw at the
bottom of your screen when you created the MIRO.

3. Click the Display doc. button.

& ay<a E

Display lnﬂzﬂ-ucument
gy Display dac.
Invoice dac. nurmber 265 ﬁi

Fiscal Year 2006
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4. The MIRO document displays. To see the other postings that were
created in AASIS when you entered the MIRO, click the Follow-on
documents button.

Imvoice document  Edit  Goto

H¢ead o 4, bDoon BHE @F

Display Invoice Doc umw

Show PO structure | Follow-on documents

Transaction Invoice &l 268 2006
Basicdata | Payment | Details | Tax | Contacts | MNote | Wendor 0100000256
||| Pedal Sweat of Oklaharna

Invoice date 06/29/ 2006 Reference 227683 55 Freewheel Ave.

Fosting Date 06/29/ 2006 TULSA Ok 74104

Amaunt 2,026.39 UsD ¥| Calculate tax LISA

Tax amount 141 .38 P1 (Accounts Pavable 5. B . 877-667-8941-567 877-567-8042

Text

Paryrrit terrms 15 Davs net [

Baseline date 06/29/2006 = Bank acect

Company Code ARK State of Atkansas Litlle Rack - i o

Layaut All infarmation e

| |itern  |Amount Quantity 0... |2 Purchase .. [itern  |PO text Taxcode |

| 1 1,860, 00 1EA 4500080083410 EXERCISE BIKE P1 (Account

| [

How Do | View the Accounting Document?

5. A list of documents displays. You will notice that there is an extra
document, for the asset. Double-click the accounting document to

display it.
List of Documents in Accounting

Documents in Accounting 5
Ohjact type text Duc//wéﬂﬁ;r'—
Accounting docurment LA051000176

Spec. purpose ledger 1000004237

Aszszet Transaction 00000002645
Caontralling Document 01000038145

Funds Management doc 1000000936

& Criginal document 3 3

The accounting document shows the posting to the general ledger. You can

see the debit to the GR/IR account, the credit to the vendor accounts payable
account, tax accruals (if any) for each line item. The additional 26.88 posted

to the asset account is the shipping cost entered on the MIRO plus sales tax

on the shipping cost. Note that the accounting document number is different

from the number that you used to display the document in MM.

194



Accounts Payable Basics—Logistics Invoice Verification Process
Chapter 19 Invoicing Fixed Assets

6. Click the back button to continue

Document  Edit Goto Settings  Extras
EREERN ey
Document Overview - Display

24P METRETE S [ chose @ sawve T E G EHE Taxda H[E

Enviranment

6 too @E @m

Doc . type : RE ( Invoice receipt ) Normal document

[Doc. Numher 51080169 Company code ARE Fiscal year 2007
Doc. date A7 {25/ 2006 Posting date A7 /25/2006  Period a1
Calculate Tax

Ref . doc. 227683

Doc . currency uso
Doc . head.text fAsset Purchase

Itm|PE| Account Account short text Bus# | Fund Lmount [Cost Ctr|Order Funds |Text Assignment
1[31|100000256 |Pedal Sweat of Oklah| 0610 2,026.38- 227683
2(86(21110010008 |GRIR Clearing BE10|HSCE101 1,999 .50 |383201 272 450000033900010
3(70| 1990150000 | MOR2OA0O34801 0OOO BE10|HSCE101 26.85 |3832M 272

How Do | View the SPL Document?

7. Double-click the SPL document to view the special purpose ledger
posting.

List of Documents in Accounting

Documents in Accounting

Ohject type text Dac. Mumber 7
Accounting docurment 0051000176
Spec. purpose ledger 1000004237
Asset Transaction a000000z&E5
Caontrolling Docurment 01000038145
Funds Management doc 1000000936

&= Original document . &3 38
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The SPL document contains a header (highlighted in orange) and multiple
line postings (highlighted in blue). The first column contains the document
number and line item.

The second column contains the period and account number. Note that the
account numbers in the SPL are the same as the GL accounts discussed
earlier—The GR/IR account, the asset account, the Tax accrual accounts (if
any), etc.

The next columns contain the business transaction codes, business area,
cost centers, functional area, fund, funds center, fund type, commitment item,
and partner account.

8. Scroll over to view more information.

List Edit Goto Enwironment ZSettings  Swstemn Help

a0 €EQ SHE LD I BE @
Display FI-SL local actual single docs
FNAE&AYF P 2% BT EEE H| OO

There is/are OBE1 document(s) with DOAEI Tine items

DocumentMo D Period Year CoCd R Yer Ld RefDocumnt D Postg Date Walue date Entry date Time User name

LnItm Item Account Tran Bush Cost Ctr Func. Area Fund Order WBS Elem. StatkF Funds Ctr F. ftype Cmmt item LogSystem PaCC Part.accnt 5B

1000004237 § 12 2006 ARK @ 1  Z1 265 W 06/29/2006 D6/29/2006 OG/29/2006 15:22:28 CSWOLLMAN

poooe1 2110001088 RMRP 0980 NPTO104 GEMER  210:00:08 2110001800

poooRz 1 2111001000 RMRP 0900 445811  REC NPTO104 936 GEMER  512:00:11

poooe3 1 1990150000 RMRP 0900 445811  REC NPTO104 936 GEMER  512:00:11

* Total

[hd]

[0l L |[«][»]

| D JETR (13 (512) P2 sapeus NS /7

Other information contained in this document includes debit or credit
information, amount, and currency.

9. Click the back button to continue.

List Edit Goto Environment Systermn Help

g < H | QS
Display FI-SL local actual single docs
G &Y B 2| BT EHE S |4 e

Settings

9 D000 BE @

There is

Documen
Lnltm gSystem PaCC Part.accnt SBA Send. CCtr PFAr Fund Order WBS Elem. 5tatKF D/C Trans.cur. Crcy Co.cd.curr Croy? Ouantity BUn Addlty Text

10006804

poooet 2110001008 H 2,026.38- USD 2,026.38- USD
pooonz 5 1,999.50 USD 1,989.58 USD
poooe3 5 26.88 USD 26.88 USD
* Total

.08  UsD .08 USD
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How Do | View the Asset Document?
10.Double-click the Asset Document to continue

List of Documents in Accounting

Documents in Accounting

Chiject type text Do, Mumhber

Accounting document 0051000176 )T
Spec. purpose ledger 1000004237 I q

Azset Transaction 0000000265 -~

Caontralling Document 01000038145

Funds Management doc 1000000936

& Criginal document I3 3

Note: There will only be a follow-on asset document available if sales or use
tax was posted in the MIRO transaction, or as in this case, if shipping cost
added to the asset cost. The $26.88 posted to the asset is the shipping cost,
plus tax on the shipping cost.

11.Scroll over to view more of the document.

Transaction Edit Goto  Engironment  System  Help

& 2l H @@ SHE DDO0 HE @
Overview of Asset Accounting Documents

& & 4 P AcctDoc. | Dynamic selections | (B Originals | Display purchase order | 577 hote

Asset! 200000187 ] Exercise Equipment, Deluxe Recurmbent Bike
Company code BRK State of Atkansas
11 Modfied Book [ LISD
|—Ast.val.dt Amount posted TTy |Transaction type text Text ord. dep,
{6 ¢ 23/} 2086 26.88 100 External asset acquisition 26 []
;l 11 %
L] |L[x]
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Note the credit to Ord. dep. This is the modified accrual depreciation of the
shipping plus tax on shipping.

Transaction Edit Goto  Environment  Systerm Help

& ald B eI EHEE S008I ER G

Overview of Asset Accounting Documents

& & 4 P AcctDoc. | Dynamic selections |3 Originals | Display purchase order | 522 Mote

thsget: 2000008187 ] Exercise Equipment, Deluxe Recumbent Bike

Company code ARK State of Arkansas

01 Modfied Book F LISD
- |astval dt Armount posted Qrd. dep. Spec.dep. Interest Retmt. revenue Ret.|ﬁ
06/ 2942006 26.88 26.88- o.aan g.en o.aan

][]

Where Is the Value of the Asset?

At this point you may be wondering why the value of the asset is not showing
up in the follow-on documents to the MIRO transaction. After all, we just
purchased a $1,860 asset and all we see is the shipping cost! Why is that?

The answer to this question lies in the way AASIS recognizes expense and
asset purchases. Because this is an accrual accounting system, we
recognize the asset at the time it is received, rather than the time it is invoiced
or paid for. Thus the cost of the asset will be a follow-on-document to the
MIGO transaction, not the MIRO transaction.

The following is a display of the follow-on accounting document for the MIGO
transaction for this asset. Note the value posted (the asset cost plus sales
tax and the modified accrual depreciation (the asset is depreciated at the time
of acquisition.)

Transaction Edit Goto  Environment  Swstem Help

@ ajldH GG SHE DDOHDIRE @
Overview of Asset Accounting Documents

@ d3 4 P | AcctDoc. | Dynamic selections @Originals Display purchase order Nute

iAsget: 200000187 o Exercise Equipment, Deluxe Recumbent Bike
Company code BRK State of Arkansas
01 Modfied Book s LUSD
| lastvaldt |Amount posted Transaction fype text Text Ord. dep. =1 |
| A6/ 29/ 2006 1,999.508 Goods receipt 1,999 50- E
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How Do | View the Controlling Document?
12.Double-click the Controlling Document to continue:

Note: There will only be a follow-on controlling document available if changes
were made in the MIRO (e.g. shipping or tax added).

List of Diocuments in Accounting

Documents in Accounting
Chject type text Cioc. Mumber
Accounting document oos10

Spec. purpose ledoer 10000 12
Asset Tranzaction IZIIZIEIEIEIEIMEE
Contralling Document 01000038145
Funds Management doc 1000000936

&= Original document . I 38

13.Click to expand the controlling document.

List Edit Goto Seftings  Esxtras  Environment  Swstern Help

(] g dH eae SHE anon BE @

Display Actual Cost Documents
@1 Document || gy Mastar Record @l@?l&. ?|@Eﬁ“§| E| Tl@

Layout 15A8F Primary cost posting
Clarea currency [IE] usD
13  |tMo Doc. Date Document Header Text RT RefbocNo  User
Object CO ohject Cost Elem. Cost el t
jec object name o5 em. Cost element name
100003815 ©6/29/2006 Lsset Purchase R 265 CEWOLLMAN
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The controlling document displays cost center number and name, and cost
element number and name. It also displays the value.

Like the asset document, the controlling document only picked up the
shipping cost and tax on the shipping cost, and not the value of the asset.
This is because the controlling document for the value of the goods was a
follow on document to the goods receipt, rather than the invoice receipt,
which is what we are viewing.

14.Scroll over to view more information.

List Edit Goto ZSettings Extras  Enmwironment  Systerm Help

& 2 dH ea@ SHE OhLon  BE @ m

Display Actual Cost Documents
& Docurrent | Sy MasterRecord |3 | & B | & F | EHEE | B | TE| @

Layout 158P Primary cost posting
Clarea currency UsD UsD
&y DocumentMo Doc. Date Document Header Text RT RefDocho  User Rew RvD

PRw 0Ty Object CO ohject name Cost Elem. Cost element nam Yalue COCurr

14 —
= 100003815 06/29/2006 Asset Purchase R 2B5
1 CTR 445011 Parkts & Touism Fund 1990150000 Equipment (MogaT 26,88

-

[ [ J[«I[+]

|>|ETR (1513 sapeqs INS o

The Posted Unit of Measure, the cost object type (K for cost center) and the
offsetting account (in this case, the account number of the vendor who is
collecting this shipping and tax).

15. Click the back button to continue.

Goto Settings

ol e s N a2 N

play Actual Cost Documents
it | &y Master Record @|§|$|E ?|@@ﬁ|g|ﬁ|}'ﬂ|@

154F Primary cost posting
ncy usD usn
Document Header Text RT RefDoco User Rewv RwD
CO ohject name Cost Elem. Cost element name Walue COCurr Total guantity PUM O Offst. acct
hsset Purchase R 265 CEWOLLHAN
Parks & Touism Fund 19901560000 Eguipment (Modified) 26,88 g EA K 100080256
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How Do | View the FM Document?

16. Double-click the Funds Management Document to continue.

List of Documents in Accounting

Documents in Accounting
Chject type text Cioc. M 16
Accounting document oos10 L,
Spec. purpose ledoer 100000W237
Aszset Transaction 0000000265
Contralling Document 01000038145
Funds Management doc 1000000936

&= Original document . I 38

The posting to funds management recorded an invoice commitment to the
fund, funds center and commitment item for both the amount of the goods
being paid and the sales tax.

Information contained in this document also includes the currency, ledger,
year, FM posting date, Item number, and amount type.

List Edit Goto W

Setlings stem

AN CEQ BRE o on BRE @
Display FM Document. Overview

FE AFE S| O BTHATu B & H

Display FM Document: Overview

06/30/2006 09:14:37

FM Doc.Ma. | *Itr|Fund Funds Ctr|CGramt itern| StatInd. |FMAC | FMAC Amnt| Ledger ““vear| Per|FMpstyd. “|Fldoc.no. |Itm|Value type|Amt type
10000009365  1|MPTO104  [386 512:00:11 usD 1,399.50 |Payment Budget| 2006| 12[06/29/2006 [51000176( 2[Invoices |Original
2|MPTD104 [986 512:00:11 UsD 26.88 12 51000176| a3[invoices |Criginal

Exercise: Enter the MIRO for the assigned single line asset invoice.
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How Do | Pay for an Asset with Multiple Line Items?
Your agency has received the following invoice

Ab Blaster
6 Pack Rd.
New Orleans, LA 70112

INVOICE

Invoice Number: 223
Your Purchase Order: 4500001025
Invoice Date: 6/30/2006

5 Deluxe Elliptical Exercise Machines.....ccccurmrmsmsnsnsnnnsn $10,495.00
sales TaxllllIIIIIlllllllllIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII787I15
B 1< - 1 .. 3 b 1.1 : 2

Enter the information on the Basic Data Tab. When you enter the purchase
order number, the multiple lines will be populated.

ument Edit Goto
Bl E I Cae SHE o0 BE @m
Enter Incoming Invoice: Company Code ARK

Show PO structure | Show worklist | L‘Ef| Hold | F@% Simulate | Messages Help

Transaction Invoice & ©O@ Balance 0.08 USD
=
Basicdata | Payment | Details | Tax | Contacts | Note | Vendor 0100000252
|| AbBiaster
Invoice date 08/10/2006 Reference 223 6 Pack Rd.
FPosting Date 08/10/2006 MNEW ORLEAMS LA 70112
Amount 11,282.15 usp Calculate tax usa
Tax amount 787 .15 P1 (Accounts Payable 5. & . 800-666-7766-999 800-666-7767
Text
Paymt terms 15 Days net |:
Baseline date 6a/108/2006 = Bank acct
Company Code ARK State of Arkansas Little Rock =
FPurchase Order/Scheduling Agreeme.. B 4500081025 Goods/service items g
Layout All information &
| |ttem |Amount Quantity 0..|G&|Purchase ... tem |PO text Taxcode | |
| L 2,099 .00 1EA ||| 450080102518  Exercise Machine, Elliptical Machine P1 {Accounl_
| 2 2,099 .00 1EA ||| 4500808102528  Exercise Machine, Elliptical Machine P1 (Account
| 3 2,099 .00 1EA ||| 4500808102538  Exercise Machine, Elliptical Machine P1 (Account
| 4 2,099 .04 1EA ||| 4500808102548  Exercise Machine, Elliptical Machine P1 (Accouni
| 5 2,099.00 1EA ||| 4500801025508  Exercise Machine, Elliptical Machine P1 (Accouni
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Enter the data on details and payment tabs. Verify the information on the tax
tab. If there is a problem, do not post the invoice. See the contacts tab for
information on who entered the purchasing and goods receipt documents.

L—J
Basic data | Payment = Details | Tax | Contacts | Note |
Unpl. Del. Csts
Currency usp Exch. Rate 1.00000
Cioc. Type Imvoice receipt & Inv. Party TEORER252
Bus. Area [Eene]e]
Assignment 227 GIL 2110601060
Header Text
Plg level AP Planning Day  O7/15/2006
—_
Basic data ~ Payment | Details | Tax | Contacts | MNote |
BaselineDt BG6/30/ 2006 Pmntterms NT15 15  Days
Due on b7 {15/ 2006 Days
Cizcount LIED Diaws net
Fixed
Prot Method W Prant Meth. Sup. Print hlack Free for payment &
I ref.
Part. bank House bank TREAS
Payment Ref.

Basic data ;| Pawment | Details = Tax | Contacts | MNote |

Tax Data i
|: Taxdoc.c... [Tax code Jurisdict, Cn...|E|
| |787.15 |P1 (Accounts..[B408304601 H Calculate tax v
|_ E E‘ | et proposal |
|| E [~] | Delete Row | I:
KD |[4][+]
[«
E
| W |
Basic data | Payment | Details | Tax = Contacts | MNote |
Irvoice iterm 1
Short Text Exercise Machine, Elliptical Machine

Requisitioner trisha

Buyer Colleen Vollman

G33-2090 2090

=]
]

GR pracessar Colleen Vaollman

GE33-2098 2090
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What If the Assets Are Purchased from Multiple Funds?

This information is contained on the asset shell. The system derives the fund
source from the asset. You should verify that the posting is coming from the
correct fund. You can see the fund codes at the bottom of the MIRO
document. If you see an incorrect fund on the document, do not post it.
Follow your agency’s policy on getting the information corrected.

ld Bl @@ae SHE DDhon BHE @ m
Enter Incoming Invoice: Company Code ARK
| Show PO structure || Show worklist | | | | Hold |@ Simulate | | | Messages || Help|

=

Basicdata |

Ab Blaster
Invoice date 08/10/2006 Reference 223 6 Pack Rd.
Posting Date B8/108/2006 NEW ORLEANS LA 70112
Amount 11,282.15 usD [v] Calculate tax LISA
Tax amount 787 .15 P1 (Accounts Payable 5. & 800—666—?766—999 800—666—?767
Text =
FPaymtterms 15 Days net
Baseline date 68/16/2006 Bank acct
Company Code ARK State of Arkansas Little Rock

- Goodsisen
| [Ssl../sales.. Cost Object_ o1 Se. .. Personn.eroft Gentr|parier_[Network (0. sc. Fund
0

|
N
|

Exercise: Enter and post the MIRO transaction for the multiple line asset
payment.

204



Accounts Payable Basics—Logistics Invoice Verification Process
Chapter 19 Invoicing Fixed Assets

How Do | Enter a Credit Memo for a Fixed Asset?
Use transaction MIRO to enter a credit memo against a purchase order.

Before entering the credit memo, find an open invoice to offset the credit.
The invoice must be to the same vendor, fund, funds center, and
commitment item as the item you got credit for. The best way to find an
offsetting open invoice is by running ZPO_OPEN_INV as discussed in
Chapter 4.

Menu Edit Favarites

SAP Easy Access AASIS MENU
BE| & & |

[ Favorites
= {3 AP menu
b [ ofiice
= {4 Logistics
7 {3 Materials Management
7 i3 Purchasing
= {3 Purchase Order
B 1 Create
) MEZ2M - Change
) MEZ3M - Display
) MEZ4 - Maintain Supplement
) MEMASSFPO - Mass Maintenance
P 1 Release
[» 1 List Displays
I 1 Reporting
[ 0 Inbound Delivery
= {3 Follow-0n Functions
2 MIGO - Goods Receint
B [0 Sewice Entry Sheet
i) MIRO - Lagistics Invoice Verification]
3 bl RP - Perindir Imvnirinn Plan
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Change the transaction field to credit memo.

Enter a document date, reference number, and amount.

If the item is subject to tax, select the calculate tax field and enter the

correct tax code.

entered—this should be the PO for the original asset purchase.

Make changes to the quantity and amount as needed to reflect the

quantity and amount of the credit memo.

Invoice document  Edit  Goto Sy

g

I @@ SHE ahaa EHE @

Enter iIncoming Invoice: Company Code ARK

Show PO structure || Show waorklist | 72} ‘ Hald || F8 Simu 1 Messages Help
Transaction Credit memo E/ Balance 3,811 .1@8- UsSD
2
Basic data | Payment | Details | Tax | Contacls/l— Wendor 0100000120

Cushy Tushy Office Furniture

6. Click the Details tab.

Document date 07272006 %a 274 B 900 %W, Ergonomic Avenue

Posting Date o727 i2006 ASHEVILLE MC 28801

Amount 3811.10] usD [v] Calculate tax usa

Taxamount 251 .10 P1 {Accounts Payable 5 Eﬁ 3 .888-555-01 32-128 £88-665-1232

Text Retun Desk for Credit

Paymt terms 18 Days net

Baseline date 07 /2772006 il | Bankacct 12364657

Company Code ARK State of Arkansas Litle Rock - | Ragstoriches Bank of Arkansas [l o
Purchase OrderScheduling Agreement & 4500000845 I— Goodsisenice items &

5 4 Layout Al infarmation
_|Item |Amnunt |Quantity |0 ‘@|Purchase |\tem |P0te>d |Tax code
—'\"\ﬁ 1| 3,560, 00| 1EA |[]/450088884618  |Desk Executive Style [P1 (accoun

7. Enter the business area and assignment number.

Invoice document  Edit Goto  Systerm H

Enter the purchase order number for which the credit memo is being

) 5

I @@ SHE Dnoa8 EHE o

Enter Incoming Invoice: Company Code ARK

Show PO structure

Show worklist | q‘_—]‘| Hold | % simulate ‘ Messages Help

Transaction Credit memno

7

Q0@ Balance o.ea  Uskh
Basicdata  Paymenl - Details | Tax | Contacts | Note | Wendor 0100000120
‘ Cushy Tushy Office Furniture

Unpl. Del. Csts 00 Ergonamic Avenue

Currency UsD Exch. Rate 1 BBB! 7 ILLE MC 28801

Daoc. Type Invoice receipt & Inv. Party 100008120

Bus. Area oE1a -G6S-0132-128 888-665-1232

Assignment iro 274 GiL 2110081080

Header Text

Flg level AP Flanning Day 07 /27/ 2006 Bank acct 12364657

Ragstoriches Bank of Atkansas el
Furchase OrderiScheduling Agreement 81| 4500000846 Goodsiservice items &
Layout All information ]

| [tem |amount Quantity 0... |G |Purchase .. |ltern  |PO text Taxcode | |
[ | TIJ 32,560.08 1EA ||| 458000024618 Desk Executive Style P1 (hcoourt] ]
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8. Click the Payment tab.

9. Enter the payment method.
10. Enter the house bank code.

11.1In the Invoice reference field, enter the number of an open invoice for

the vendor from the same fund, funds center, and commitment item
combination.

Note: The asset number in the purchase order for the credit memo might
not be the same asset number that is in the invoice used in the Invoice
Reference field. In most cases, a credit memo arrives for an invoice that
is already paid, so the credit memo and the invoice in the Invoice
Reference field will be for different assets.

12.Press the Enter key. You'll get the message “Data was copied”.
13.Click Simulate to view the posting.

Invoice docurment  Edit Goto

(] fa B ea@ SHE ahasn HE @

Enter Incoming Invoice: Company Code ARK 13

Show PO structure | Show worklist | L‘Bl Hold | |%% Simulate Message

jon Credit memo g Q0@ Balance 0.00 USD
—Payment | Details | Tax | Contacts | Note | “endor 0100000120
Cushy Tushy Office Furniture
BaselineDt BTI2?!2995@ Prntterms  WT15 15 Days 900, Ergonomic Avenue
9 an Oy /272006 Days ASHEYILLE MG 28801
nt LsD Days net LISA
Fixed 1| seg-685-0132-128 |23 sas-6e5-1232
Prat Method W Prant Meth.Sup. Frmnt hlock Free for payment &
Inv.ref. 274 2087 ]
—_
House bank treas ‘| 1 0 12354657
Fayment Ref. Es Bank of Arkansas
o 11 iScheduling Agreement & | 4500000846 | =] Goodsisenice items z
Layout All infarmation T

| [itern |amount Quantity 0. |2 |Purchase .. [item |PO text Taxcode | |
| | 1 3,560 60 1ER A5S00B0AE846 16 Desk Executive Style P1 (P.ccountl_|
| i

12

|® Data was copied
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14.View the posting. When you are satisfied that the posting is correct,
click the Post button.

Position  [AGIL Accimatiassetiend  |Amount Cu...[Purchasin... [tem [T.[Jurisdict. Code  [Taxdate  [Bu.. [Cost —‘
1k2119081080 BEST BUY/LITTLE R 3,217.50 UsD P1 0E10 [+
2/52111861088|Goods Receiptimvoic.. 3,217 50-|USD 450000084510 P1 /8411903281 061838320~

[l T oD

iDebit; 3,217.50 Credit 3,217.58 Bal.  ©9.80 14

Back Post || 3¢

| I
15.AASIS returns a document number for the credit memo.
15

@ Document no. 282 created

A credit memo does not automatically reduce the asset value. When the
credit memo has been posted, the return delivery must be posted in the
MIGO transaction for the quantity of goods in the credit memo. When the
credit memo relates to an asset, follow the procedure at your agency to
contact the asset specialist for any necessary follow-up transactions.

Asset value before credit memo:

Company Code LRK State of Arkansas
Asset 2000834805 o Desk, Executive

Fiscal year II‘ZEIB? E‘

Flanhed values ~ Postedvalues } Comparisons h Farat

B[@z@a| @
Posted dep. values Modifed Accrual Depre

Fiscal year start| Change|Posted values| Croy
APC transactions 381110 381110 |UsSD
Acquisition value 381110 3,811.10 |USD
Ordinary deprec UsD
Unplanned dep uUso
\Witite-Lp usD

Asset value after credit memo:

Company Code LRK State of Arkansas
Asset 2000834805 o Desk, Executive

Fiscal year II‘ZUU? E‘

Flanhed values ~ Postedvalues } Comparisons h Farat

EERERIE]
Posted dep. values Modifed Accrual Depre

Fiscal year start) Change|Posted values|Crey

APC fransactions 381110 381110 |UsSD
Acguisition value 3811.10 3,811.10 |USD
Ordinary deprec usD
Unplanned dep. UsD

.v.\rr.ne—up. _ USD 208
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Asset value after the return delivery is posted:

Campany Code BRE State of Arkansas
Asset 200034805 o} Desk, Executive

Fiscal year II‘2BBT m

Planned values ~ Postedvalues | Comparisons | Parame

SEEEE
Posted dep. values Modifed Accrual Depreci

Fiscal year start| Change | Posted values | Croy

APC transactions uUsD
Acquisition value UsD
Ordinary deprec usD
Unplanned dep. usD
Write-up UsD
T FNT=T=Y

Note: You cannot post a credit memo to an asset purchased in a prior fiscal
year. DO NOT APPLY THE CREDIT TO A DIFFERENT ASSET. The return
delivery will reduce the value on an asset, and you should not reduce the
value of the wrong asset.

In the case of a credit memo for an asset purchased in a prior fiscal year,
request a refund instead and treat it as a prior year refund to expenditures.

Exercise: View the asset values for your assigned asset. Enter the credit
memo for the assigned asset and view the values again. Did the value
change? Why or why not?

How Do | Enter a Subsequent Credit for an Asset?
Use the MIRO transaction to enter the subsequent credit.

Before entering the credit memo, find an open invoice to offset the credit.

The invoice must be to the same vendor, fund, funds center, and commitment
item as the item you got credit for. The best way to find an offsetting open
invoice is by running ZPO_OPEN_INV as discussed in Chapter 4.

Menu Edit Eavo Help

C@aa el

&
SAP Easy Access AASIS MENU
(=% & |
3 Favorites
= (3 SAP menu
> (3 ofice
= (- Logistics
= (3 Materials Managerent
< 3 Purchasing
= {3 Purchase Order
I (1 Create

2 ME22M - Change
2 ME23M - Display
@ ME24 - Maintain Supplement
2 MEMASEPO - Mass Maintenance
I (1 Release
> (3 List Displays
I (1 Reporting
B (1 Inbound Delivery
= {3 Follow-On Functions
) MIGO - Goods Receipt
[ (1 Sewice Entry Sheet
) MIRO- Logistics Invoice Verification:
FA M RP - Parindic lnwnicing Plan
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o &~ w0bdh -

Invoice document  Edit  Goto

Chapter 19 Invoicing Fixed Assets

Change Transaction to Subsequent credit.

On the Basic data tab, enter the date in the Document date field.
Enter the related invoice in the reference field.

Enter the amount of the credit in the Amount field.

If the item is tax relevant, choose the appropriate tax code and
select calculate tax.

Enter text as desired.

Enter the purchase order number—this should be the purchase
order for the original asset purchase.

Enter the amount of the credit in the amount field on the item line.
Click the Details tab to continue.

tem  Help

2 dE eaa SHE Otoan BE @M

Enter Incoming Invoice: Company Code ARK

Show PO structure | Show worklist | I:ETl Hold lﬁlELLm.LLLa.tE | B Messages Help

Trangact Subseqguent credit %1_ @00 Balance 7.50- LSD
9
R Details | Tax | Contacts | MNo “endar 0100000266
— The SpyderWorkout Darme
Document date DE.’BD#EBBE{Z—eﬂarence 283 5 54 Stability Dr.
Fosting Date 0673072006 WATERLOO 1A 50701
| Amount 107 .50 usp [w] Calculate ta USA
4 Tax amaunt 7.50 P1 {Accaunts Payahla 5. & . A877-899-8978-21 877-899-8979
Text
Payrtterms 15 Days net
Baseline date 06430/ 2006 6 E‘ Bank acct
Company Code ARK State of Arkansas Little Rock g [ o
|
Purchase OrdenScheduling Agreement & 459099984%2 Goodsisenvice fterms e
] Layout All infarmation i
8 b Arnount Gluantity ... |G Purchase .. |ltem  |POtext Tax code |
r—.—> 100 .60 1E& | [] 4500BADE46 10 EXERCISE BIKE F1 (P.CCDun‘tl
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10. Enter the business area.

11.Make entries in the Assignment field and Header Text fields as
desired.

12.Click the Payment tab to continue.

oice document  Edit  Goto

100 Qe L LD Anoan BF @B

Enter Incoming Invoice: Company Code ARK

Show PO structure || Show worklist | L‘B| Hold P& Sirnulate | Messages Help

TH 12 Subseguent credit g Q0@ Balance 0.00 USD
&
Basic data Payment = Details k Tax k Contacts k Mote Yendor 0100000266
The Spyder Workout Dorme

Unpl. Del. Csts |
Currency ush Exch. Rate 1.00080 L 1 0 I &0701

11 Doc. Type Invoice receipt Bl Inv. Party 18888925%—1

Bus. Area nG1e . 8Y7-8959-8578-221 8??-899-89?9
AssIgn Mirao 283| GiL 2110081080
Header Text
Plg level AP Planning Day  @6/30/ 2006 Bank acct
il o
FPurchase OrdenScheduling Agreement & 4500080846 Goodsfservice items &
Layaout All information [
|Item Amount Guantity 0. |G |Purchase ... [ltem |PO text Tax code |
I 1 108,80 1ERA | [] 450000084610 EXERCISE BIKE P1 (.ﬂ.ccountl
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13. Enter the payment method.
14.Enter the house bank.

15. Enter the MM number of the open invoice in the Invoice reference

field. This must be an invoice for the same vendor, fund, funds
center, and commitment item combination.

16.Press the Enter key. AASIS will enter the fiscal year and return the
message “Data was copied”.

17.Click the Simulate button.

Invoice document  Edit Goto Systern Help

2 9E CEQ S E DDon BE @m
Enter Incoming Invoice: Company Code ARK

Show PO structure || Show worklist | qﬁ”| Hald | 5% Simulate 17 Help

Transaction Subsequent credit g \— @OG Balance g.00 USD
Basicdata ~ Fayment | Details | Tax | Contacts | Mot | Wendar 0100000266
The Spyder wWorkout Dorne
Baselinelt 8533032885@ Prntterms 0801 Days a5 Stability Dr.
Due an 06/ 308/ 2006 Days WATERLOO |A 50701
13 nt LISD Diays net LISA
Fixed 877-899-3973-221 8??-899-89?9
Pt Method W Prnt Meth.Sup. Frmnt block Free for payment %
I ref. 283 2006 3% 14
Z House bhank tre Bank acct
15 Payrment Ref, o]
Phrerme=eomder/Scheduling Adreement Z 4500000346 Goods/service items El
Layout All infarmation B
|: ltern  |Amount Quantity 0. |G |Purchase _ [iter |PO text Taxcode |
| 1 10p—0o 1 EA 450000084610 EXERCISE BIKE Fi (P.l:cc:un'tl
L 1
|® Data was copi 16

PlETR (5
| I—
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The simulation will show a debit to the vendor account and credit to the
expense account. (The expense account code is derived from the
purchase order that you entered in step 7.)

18. Verify that the posting is correct and click the Post button.

Simulate Document in LIS

(Document currency)

Position A|GIL Accimatiassetivend  [Amount Cu... |Purchasin.. [ltem |T.|Jurisdict. Code Tax date Bu... |Cost l
1|k[2110001080 The Spyder Warkaut D 10750 USD F1 0E10 [=]
31990150880 Equiprment (Modified) 107 .50-|USD 450000084610 P1(2411863201 06108/383208 I;‘

[+]

[l <l»]

Dehift 107.50 Credit 107.50 18 Bal. 0.00

Back Fost Tae L |

AASIS returns a document number for the subsequent credit.

F@ Document no. 284 created

The subsequent credit automatically reduces the asset value.

¥
Planned values

Fosted values k Comparisons k Param

EEEEB]C]

EYEHEEIE]

Planned values

" Posted values k Comparisons k Farar

Posted dep. values Modifed Accrual Deprec

Posted dep. values Modifed Accrual Depre

subsequent credit

Posted asset value before

L

Fiscal year start| Change|Posted values|Croy
APC transactions 2,150.00 2148000 |LSD
Acguisition value 2,150.00 2,180.00 |LsSD
Crdinary deprec. i LISD
Unplanned dep. / UsD
Write-up / UsD

Fiscal year start| Change|Posted values|Croy
APC transactions 2,042.50 2,042.50 |USD
Acguisition value 204250 204250 |LSD
Ordinary deprec. A UsD
Unplanned dep. / UsD
Wirite-up LISD

i T e —
L

Posted asset value after
subsequent credit
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How Do | Enter a Subsequent Debit for an Asset?
Use transaction MIRO to enter a subsequent debit.

Menu  Edit  Ea

Bia BGEa 2 H
SAP Easy Access AASIS MENU
&S| & |

[ Favorites
2 {4 BAP menu
[ |1 Office
3 Logistics
=7 {3 Materials Management
=2 {3 Purchasing
< {3 Purchase Order
I [ create
2} MEZ2M - Change
2 ME23M - Display
2 ME24 - Maintain Supplement
2 MEMASSPO - Mass Maintenance
b [ Release
[ [0 List Displays
b [0 Reporting
D [ Inbound Delivery
= {24 Follow-0n Functions
2 MIGO - Goods Receipt
I» (1 Senice Entry Shaet
3 MIRO - Logistics Invaice Verification;
A Wl RP - Parindic Invnicinn Plan
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Change Transaction to Subsequent debit.

On the Basic data tab, enter the date in the Document date field.

Enter the related invoice in the reference field.

Enter the amount of the debit (including tax) in the Amount field.

If the item is tax relevant, choose the appropriate tax code and
select calculate tax.

o &~ 0 bdh -

Enter text as desired.

Enter the purchase order number—this should be the PO for the
original asset purchase.

8. Enter the amount of the debit in the amount field on the item line.
9. Click the Details tab to continue.

[nvoice document  Edit Goto

& 0 C@E@ SHE Ohoan AR @ m

Enter Incoming Invoice: Company Code ARK

Show PO structure | Show worklist | EEH Hold | |f# Simulate | B Messages Help

Tran=—= Subsequent dehit 4‘! 1 Balance 3.75- USD
9 3
Basic data | Fay Details | Tax | Contacts | Wendor 0100000160

1 OFFICE DEPOT

Invnice date BBBB#ZEBBﬁz—Remrenw 287 5 5678 Stickynote St
Fosting Date A6 /3072006
i

LITTLE ROCK AR 72202

LIEA
4 Tax amount 3.75 P1 isccounts Payable 5. B . B88-665-0172-168 B88-665-1272
Test
Payrmt terms 15 Days net [
Baseline date 0643072006 6 — Bank acct 22558888
Company Code ARK State of Arkansas Little Rock = | Casherino Bank of Arkansas [ o
Purchase CrderfScheduling Agreement E) 459999984&%7— Goodsiserice items g
Layout All information i
8 Amount Cluantity 0. |GZ|Purchase ... |ltem |PO text Tax code |
1 50,08 1ER |[] 4580000848160 Computer Dell P1 (.“.CCDun‘tl
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10.Enter the business area.

11.Make entries in the Assignment field and Header Text fields as

desired.

12.Click the Payment tab to continue.

Invoice document  Edit  Goto

=]

Help

g aE@ e SHE anOan BE @

Enter Incoming Invoice: Company Code ARK

Show PO structure

Show worklist | Qf*| Hold | P2 Simulate | Messages Help

Tran| 12 Subsequent dehit z ©00 Balance 5.00 |USD
Basic data k Payment = Details h Tax k Cantacts k Mote | Yendor 0100000160
OFFICE DEPGT
Unpl. Del. Csts A678 Stickynote St
Currency usp Exch. Rate 1. 000 1 0 LITTLE ROCK AR 72202
Dac. Type Invaice receipt Bl Irw. Party 100800 USA
Bus. Area BE1E . 8858-665-0172-168 888-685-12?2
Assignment iro 287 GIL 21100801600
Header Text |
Lp Planning Day  87/15/2008 Bank acct 22553859
11 Casherino Bank of Arkansas 0l
Purchase OrderScheduling Agreement &) 4500000348 Goodsisenice items ]
Layaut All information i
[itern  |amount Cluantity 0..|@[Purchaze .. item [P0 text Taxcode |
| 1 50.00 1B 4589089848|1EI Camputer Dall
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13. Enter the payment method.
14.Enter the house bank.

15.Press the Enter key. AASIS will enter the fiscal year and return the

message “Data was copied”.
16. Click the Simulate button.

Invoice document  Edit

Goto - Systern  Help

A EH @@ SHE Ohan B E @ o

Enter Incoming Invoice: Company Code ARK
Shaw PO structure || Show worklist | it | Haold | [%% Simulate%~\hJ 16 Help
| —
Transaction Subsequent debit El Balance f.0a  [USDh
Basicdata ~ Payment | Details | Tax | Contacts | Mote | Wendor 0100000160
OFFICE DEFOT
BaselineDt ©6/308/ 2006 @ Prntterms  ©0&1 Days AE678 Stickynote St
A7 15/ 2006 Days LITTLE ROCK AR 72202
1 3 LSD Days net LISA
Fixed 888-665-0172-168 888-555-12?2
Prot Method ¥ Prant Meth.Sup. Pront klock Free for payment &
I ref. 287 2006 % 14
Part. bank House bank treas k acct 22558899
Payment Ref. Casheting Bank of Arkansas o
Purchase OrderiScheduling Agreement & 4500000848 Goods/senice items =l
Layout All information B
|:|Item Arnount |Quantity 0.. |G |Purchase ... litern PO text Taxcode |
| | 1 501 1|ER 4500000848110 Cormputer Dell P1 (Account|
|(T) Data was copied ——— 15 b [ETR (1) (5
| S
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The simulation will show a debit to the vendor account and debit to the
expense account. (The expense account code is derived from the
purchase order that you entered in step 7.)

17.Verify that the posting is correct and click the Post button.

Sirmulate Dacument in L
Fosition AGIL Accimatiassetvend  [Amount Cu... |Purchasin... |{tem |T.|Jurisdict. Code Tax date Bu... |Cost 0
1|K[2110001000 |OFFICE DEPOT/ LITT... 53.75-|USD P 0610 [+]
3181990150000 Equipment (Modified) 53.76 |USD 4500000848110 P1/0411983201 Q618 38329'@
, [~]
[l ] | 18 Ll
iDehit! 53.75 redit  53.75 Bal. .00
Back Fost | 3

AASIS returns a document number for the subsequent debit.

@ Document no. 288 created

The Subsequent debit automatically increases the asset value.

Planned values Posted values k Comparisons k Parar Planned values = Fosted values k Camparisans k Farar

Asset value before
subsequent debit

Asset value after
subseauent debit

218

SEREDIED = EREEIE

Posted dep. values Full Accrual Depreciati Posted dep. values Full Accrual Depreciati
Fiscal year start] Ghanoe|Posted values|Groy Fiscal year start| Change|Posted walues|Crey

AFC transactions 2,365.00 2,36%.00 | USD HPIC TEMSEEDEmS 2 24T | S

Acquisition valie 2 366,000 2,365 00 |50 gcg_L"S”md”"a'ue 2B BT Egg

- rdinary deprac.

Ordinary deprec. PN USD

Unplanned dep. V5a Unplanned dep. /\ UsD

Wiite-up UsSD frite-up / vaD
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Exercise: View the asset value for the assigned asset for subsequent debit.
Enter the subsequent debit for the asset. View the asset value again.
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Accounting Document, 99, 194

Accounts Payable, 2, 14, 15, 20,
23, 25, 26, 84, 85, 86, 87

Accounts Receivable, 14

ALV Grid Control, 11

appropriation, 21, 26

Asset Management, 14, 19

Assets, 19

assignment field, 53, 129, 189

BAI file, 16

Balance Sheet, 19

baseline date, 52, 54, 190

Basic Data Tab, 52, 202

budget commitment, 109, 110, 111,
113, 157

budget quad, 20, 27

Business Area, 23, 26, 28, 31, 53,
189

Capital Assets, 186

Cash funds, 20

Cash Management, 14, 25

Commitment item, 21

conditions tab, 46, 73, 76

Contacts tab, 55, 191

Controlling, 14, 57, 104, 193, 199

controlling document, 104, 105,
199, 200

Cost Center, 21, 29

Cost Element, 21, 29

credit memo, 23, 24, 165, 166,
167, 169, 176, 181, 205, 206,
208

Customer, 22

Details tab, 53, 168, 172, 178, 189,
206, 210, 215

display options, 11

document changes, 129

Document Type, 24, 25

Document types, 31

Editing options, 145

Expenses, 19, 186

Fl document, 124

Fixed Assets, 19, 21

FM, 14, 20, 21, 23, 26, 28, 29, 57,
83, 106, 107, 193, 201

Functional Area, 21, 29

fund, 20, 21, 22, 23, 25, 26, 27, 28,
29, 57,78, 79, 80, 81, 86, 87,
103, 107, 109, 110, 111, 115,
119, 168, 192, 196, 201, 204,
207, 212

Funds Center, 21, 29

Funds Management, 14, 26, 106,
201

General Ledger, 14, 18, 19, 20, 22,
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